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PLANNING OP LIBRARY AND DOCUMENTATION SYSTEMS: A MODEL 
PLAN FOR CENTRAL AND REGIONAL UNITS OP A SYSTEM. 
A NEELAMEGHAN, S SEETHARAMA, and M A GOPINATH, Docu-
mentat ion Research and Tra in ing Cent re , Indian S t a t i s -
t i c a l I n s t i t u t e , Bangalore 560003. 
The gene ra t ion and d i f fus ion of knowledge, 
the need f o r a f a s t pace and exhaus t iveness in 
informat ion t r a n s f e r , evolu t ion and func t ions 
of modern documentation systems a re d i scussed . 
The need f o r p lann ing , t h e s t eps in p lann ing , 
and the advantages of p lanning of a l i b r a r y and 
documentation system are b r i e f l y mentioned. A 
d r a f t model fo r a 3-phase 15 year developmental 
p l an f o r a L ibrary and Technical Information 
System c o n s i s t i n g of Cen t ra l and Regional u n i t s 
i s p re sen ted . The plan p r e s e n t s t h o f a c t o r s 
a f f ec t i ng l i b r a r y p l ann ing , the s t a p e s a t which 
information is needed in product development, 
and the sources f o r informat ion . The s t r u c t u r e , 
o r g a n i s a t i o n , documentation s e r v i c e s , person-
n e l , annual budget, and f u r n i t u r e and equipment 
of the Cen t r a l Unit a re d iscussed in b r i e f . 
Two models for r e g i o n a l u n i t s are g iven. A 
l i s t of s e l e c t read ing of 46 documents is 
a l so inc luded . 
1 GENERATION OP KNOWLEDGE 
Knowledge i s generated a t many p o i n t s in t h e 
world over — research i n s t i t u t i o n s , u n i v e r s i t i e s and 
o ther academic i n s t i t u t i o n s , and i n d u s t r i a l and com-
merc ia l o r g a n i s a t i o n s . Prom the po in t of g e n e r a t i o n , 
the knowledge d i f f u s e s , within the o rgan i sa t i on and 
outs ide i t , through a v a r i e t y of channe l s . A p iece 
of knowledge thus communicated g e t s used , t e s t e d , and 
a p p l i e d . It may genera te new knowledge. Thus, the 
wavefront of knowledge keeps advancing in d i f f e r e n t 
d i r e c t i o n s . Ef fec t ive u t i l i s a t i o n o f t h e a v a i l a b l e 
knowledge in a manner t h a t would lead to new inven-
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t i o n s , d i s c o v e r i e s , and i n n o v a t i o n s , depends on seve-
r a l f a c t o r s . 
2 SCIENTIFIC AND TECHNOLOGICAL KNOWLEDGE 
Stud ies on the genera t ion and d i f fus ion of know-
ledge has r a i s e d some useful p o i n t s ( 23-26) t 
1 Pew information becomes known to a s c i e n t i s t s 
peer in the world s c i e n t i f i c ccmrunity much e a r l i e r 
than to o ther groups , wel l in advance of any formal 
w r i t t e n p u b l i c a t i o n s . 
2 In technology, i nc lud ing a p p l i c a t i o n of sc ience 
and eng ineer ing , c r e a t i v e e f f o r t s a re p r imar i ly con-
cerned with the i n t e g r a t i n g of p rev ious ly e x i s t i n g 
knowledge to produce u s a b l e commodities and c e r v i c e s 
i n c l u d i n g , for example-, systems d e v i c e s , p r o c e s s e s , 
methods and m a t e r i a l s . 
3 Puro research end phenomenon-oriented r e sea rch 
is concerned mainly with the genera t ion of knowledge 
about some phenomenon or o t h e r . 
4 The knowledge genera ted from pure r e s e a r c h and 
phenomenon o r i e n t e d resea rch is made a v a i l a b l e to the 
s c i e n t i s t s and t e c h n o l o g i s t s in s e v e r a l ways and 
through s e v e r a l channe ls . 
5 Technological events are usua l ly i n i t i a t e d w i t h -
in technology, in t h e presence of an ambient s c i t n e e . 
W i t h a few excep t ions , i t i s u sua l ly d i f f i c u l t to es -
t a b l i s h a unique c o r r e l a t i o n between an important 
tochnologico l advance with a p iece of knowledge gene-
ra ted by pure resea rch or. phenomenon o r i e n t e d r e s e a r c h . 
6 In g e n e r a l , technology feeds upon knowledge gene-
ra ted in the t echno log ica l f i e l d , while pure resea rch 
and phenomenon o r i en ted r e sea rch feeds upon knowledge 
generated in the f i e l d of pure resea rch and phenomenon 
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o r i e n t e d r e s e a r c h . However, t h e r e a r e s e v e r a l i n t e r -
c o n n e c t i o n s a c r o s s t h e two sphe re s o f a c t i v i t y . 
3 ACCESS TO INFORMATION 
Today, t h e manager o f an e n t e r p r i s e , p a r t i c u -
l a r l y i n t h e h i g h e r e c h e l e o n s , ha s t o spend o v e r 
e i g h t y p e r c e n t o f h i s working t i m e i n r e c e i v i n g , 
p r o c e s s i n g , and c o n v e r t i n g i n fo rma t ion i n t o g a i n f u l 
d e c i s i o n s , a n d c h a n n e l l i n g the r e s u l t aga in i n t h e 
form o f an o r a l o r w r i t t e n i n s t r u c t i o n , r e p o r t e t c 
to t h e a p p r o p r i a t e p o i n t s in an e n t e r p r i s e . The 
c r e a t i o n o f an environment s u p p o r t i n g t h i s a c t i v i t y 
i s l i n k e d u p w i t h making a v a i l a b l e t he i n t e l l e c t u a l 
r e s o u r c e s — t h a t i s , the knowledge developed e i t h e r 
w i t h i n t h e o r g a n i s a t i o n o r o u t s i d e i t — t o t h o s e 
who can make adequa te use of i t f o r f u r t h e r p r o g r e s s . 
Access to p r e c i s e and r e l i a b l e i n f o i m a t i o n — s c i e n -
t i f i c , t e c h n o l o g i c a l , commercial and m a n a g e r i a l — 
a t t h e r i g h t t i m e , t o t h e r i g h t person in a form most 
c o n v e n i e n t l y u s a b l e by h im, can h e l p to minimise t h e 
wastage of r e s o u r c e s due to unneces sa ry and un in tended 
r e - i n v e n t i o n , r e - d i s c o v e r y , re—development, and t h e 
making of u n f r u i t f u l decis ions . For , a d e c i s i o n can be 
n o b e t t e r than t h e i n f o r m a t i o n t h a t t h e d e c i s i o n -
maker h a s a c c e s s t o . F u r t h e r , t h e a v a i l a b i l i t y o f 
t h e r i g h t t y p e o f i n fo rma t ion can t r i g g e r new d i r e c -
t i o n s i n r e s e a r c h , deve lopment , and m a n a g e r i a l a c t i o n . 
4 INADEQUACY OF SELF-SERVICE 
About a century ago it was possible for a spe-
c i a l i s t — whether sc ien t i s t or manager — to keep 
himself abreast of the wave-front of knowledge in 
h is field of special isat ion through self-service — 
that i s , by scanning a selection of documents by 
himself. At that time, the ra te of output of new 
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ideas was re la t ively low. Today the accelerated r a t e 
of output of new ideas make such self-service inade-
quate ." It i s , now a common experience for one spe-
c ia l i s ing even only in a very narrow subject-field, 
that the amount of information being thrown forth es 
a resul t of research and development, is far beyond 
his capacity to keep up with. In the newer subjects, 
the pace of growth is much fas te r . Here is an 
example from the f ield of Laser. 
Year 
Number of pub-
lished papers 
in a year 
Year 
Number of pub-
lished papers 
in a year 
1958 1 1963 700 
1960 20 1964 1,000 
1961 100 1965 1,200 
1962 325 1969 2,000 (Approx) 
Year af ter year, while each special is t cay be adding 
a b i t to our store of knowledge, the proportion of 
what he Knows to the t o t a l i t y of knowledge available 
is decreasing year a f te r year . , The manager's position 
— especially as a decision-maker — is in a sense, 
even worse as ho has to have quick access to scien-
t i f i c , technological, commercial end managerial in-
formation. Besides, there is the problem of seepage and 
scat ter of Information and the pressure for quicker 
exploitation of new knowledge and as a resul t f a s t e r 
pace of obsolescence of any already know information. 
Further, the spec ia l i s t ' s own ab i l i ty in searching 
for new information may not be exhaustive; hence tJure'is 
bound to be many losses . For, exhaustive search for 
information requires special techniques. Further, 
ecch spec ia l i s t wi l l have to spend much time in th i s 
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search for information. This is obviously unecono-
mical and no organisation can afford i t . 
5 MODERN DOCUMENTATION SYSTEM 
Finding out a so lu t ion to the problem of access 
to information that can lead to conservation of re-
search, production, and managerial potential — in 
short , human resource — has been entrusted to the 
l ibrary profession. This field of special isat ion 
in Library science is known as Documentation. Docu-
mentation, is thus, an essent ia l supporting service 
which can lead to greater efficiency and higher pro-
ductivity in a l l other a c t i v i t i e s of an enterpr ise . 
A modern documentation system 
1 Brings to the not ice of the spec ia l i s t — that 
i s , research worker, design and production engineer, 
technologist, and manager — nascent micro ideas ; 
2 Indicates pin-pointedly — tha t i s , avoiding 
my noise or irrelevancy that cay occur through an 
inadequate selection of ideas; 
3 Searches exhaust ively— that i s , not missing 
any idea l ikoly to be of use to the spec i a l i s t ; 
4 Provides documentation service on demand and 
in anticipation in a manner that f a c i l i t a t e s easy 
and expeditious access and absorption of ideas by 
the spec ia l i s t ; end 
5 Continuously improves documentation service in 
order to adequately meet the ever-continuing down-
pour of information of a l l kinds from a variety of 
sources. 
6 DEVELOPMENTS IN DOCUMENTATION 
61 Techniques and Tools 
Over the past half a century and more, particu-
la r ly after the second World War, documentation 
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t echn iques and t o o l s a r e being con t inuous ly improved 
upon to meet t h e v a r i e d and changing documentation 
requi rements o f t he d i f f e r e n t kinds o f u s e r s o f i n -
fo rmat ion . Methods for i n t i m a t e l y unde r s t and ing r e -
quirements o f each s p e c i a l i s t to be served a re be ing 
developed. Advance documentation l i s t f o r u se as a 
cu r r en t awareness s e r v i c e , a b s t r a c t i n g s e r v i c e h e l p -
fu l in the s e l e c t i o n of micro documents f o r read ing 
by t h e s p e c i a l i s t — r e s e a r c h , e n g i n e e r i n g , produc-
t ion and management p e r s o n n e l , r e t r o s p e c t i v e b i b l i o -
g raph ies to provide background informat ion on a 
p r o j e c t ; d i g e s t s e r v i c e , t r e n d r e p o r t s , s t a t e - o f -
a r t r e p o r t , da t a s e r v i c e and s p e c i a l r e p o r t s , a re 
but a few of t h e d i f f e r e n t t o o l s used in documen-
t a t i o n s e r v i c e . Acquir ing an i n t i m a t e knowledge 
of t he d i f f e r e n t sou rces of informat ion — in fo r -
mation genera ted i n t e r n a l l y wi th in an e n t e r p r i s e 
and tha t f lowing i n t o i t from o u t s i d e —, o r g a n i s -
ing the records of. such informat ion in a h e l p f u l 
w a y , developing n e c e s s a r y t o o l s t o s e l e c t j u s t 
the informat ion r e q u i r e d from these sources ex-
p e d i t i o u s l y and economical ly , p r e s e n t i n g the in-
formation in a form most conven ien t ly usable by t h e 
s p e c i a l i s t and p rov id ing phys i ca l r e c e s s to the 
needed documents wherever they may be a v a i l a b l e , 
a re a l l m a t t e r s wi th in the purview of d o c u r u n t a l i s t . 
So too a r e the arrangements f o r s ecu r ing t r r n s l a -
t i o n s of documents in languages in which t h e user 
has no p r o f i c i e n c y . 
7 PLANNING OF LIBRARY AND DOCUMENTATION SERVICE 
71 Need f o r P lann ing 
I t ha s now been w e l l - r e a l i s e d t h a t f o r f a s t e r 
pace of economic development, i t i s n o t only n e c e s -
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8ary to promote s c i e n t i f i c and t echno log ica l r e sea rch 
but a l so d isseminate information in a f a s t e r pace to 
the l a r g e s t o f t h e i r u t i l i s a t i o n . I t has a l s o been 
wel l recognised by many developing c o u n t r i e s t h a t a 
Na t iona l Development plan should aim at developing a 
n a t i o n a l i n f r a - s t r u c t u r e fo r s c i e n t i f i c and technolo-
g i c a l in fo rmat ion . This awareness on the p a r t of 
n a t i o n a l p l a n n e r s , s c i e n t i s t s , t e c h n o l o g i s t s have led 
to drawing up p lans f o r n a t i o n a l and /o r r eg iona l 
s c i e n t i f i c information c e n t r e s for different d i s c i p l i n e s . 
The Government of I n d i a ' s po l i cy regard ing s e t t i n g 
pace f o r appl ied and development r esea rch and. t he 
qu icker e x p l o i t a t i o n of t h e s e r e s u l t s , as a p a r t of 
p rogress towards s e l f - r e l i a n t economy has placed an 
urgent emphasis on developing p lans for d i f f e r e n t 
n a t i o n a l and /o r r e g i o n a l information c e n t r e s . The 
Documentation Research and Tra in ing Cen t re , has been 
approached by s e v e r a l i n s t i t u t e s of n a t i o n a l impor t -
ance f o r d r a f t i n g development p l a n s f o r s e t t i n g up 
Na t iona l /Reg iona l documentation c e n t r e s on t h e i r 
r e s p e c t i v e s u b j e c t - f i e l d s . 
72 Advantages of P lanning 
Planning of l i b r a r y and documentation systems 
would e f f e c t the fol lowing advantages : 
1 P lanning he lp s to s y s t e m a t i c a l l y move towards 
the Achievement of tho goa l s of a l i b r a r y and docu-
mentat ion c e n t r e ; 
2 Planning he lps in i d e n t i f y i n g and d i f f e r e n t i a -
t i n g the e s s e n t i a l p r i o r i t y a c t i o n s and n o t - s o -
e s s e n t i a l a c t i o n s in r e s p e c t o f ach iev ing t h e spec i -
f ied goa l s of a l ib ra ry /documenta t ion c e n t r e ; 
3 P lann ing he lps concer ted and cohesive ac t ion 
by a group of people or a co rpora t ion towerds 
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a c h i e v i n g t h e u l t i m a t e goa l s o f l i b r a r y / d o c u m e n t a t i o n 
s e r v i c e ; 
4 P lanning h e l p s r e c h e c k i n g , e r r o r - i d e n t i f y i n g 
and recod i fy ing due to unforseen c i rcumstances at 
any s t a g e in course of a c t i o n ; 
5 P lann ing he lps in c l e a r demarcat ion and a l l o c a -
t ion of a c t i v i t i e s among a group of peop le and e f f e c t -
i v e l y c o n t r o l l i n g t h e course o f a c t i on o f d i f f e r e n t 
people towards a c h i e v i n g t h e g o d s o f t h e l i b r a r y / 
documentation c e n t r e s ; 
6 P lanning h e l p s to d r a f t f i n r n c i a l l y e l a s t i c 
budget . A good plan i s capable of r e a d j u s t i n g i t s e l f 
to a s l i c i n g or enhancing of f i n a n c i a l r e s o u r c e s ; 
and 
7 P lann ing prov ides an i n t e g r a t e d and y e t ana ly-
t i c a l p r o j e c t i o n of a f u t u r e course of a l i b r a r y / 
documentation c e n t r e . 
8 STEPS IK PLANNING 
The d i f f e r e n t s t o p s in p lanning nay bo s t a t e d 
a s f o l l o w s : 
1 D e f i n i t i o n of the Objec t ives — t h i s i nvo lve s an 
an e x p l i c i t s t a tement o f t h e e s s e n t i a l goa l s o f the 
l i b r a r y and documentation c e n t r e ; 
2 Formulat ion of t h e p o l i c i e s — t h a t i s , formu-
l a t i n g g e n e r a l g u i d e l i n e s to channel t h i n k i n g and 
ac t ion of d i f f e r e n t u n i t s - d e p a r t m e n t s of a l i b r a r y or 
informat ion c e n t r e towards ach iev ing the o b j e c t i v e s ; 
3 Determinat ion of a coa r se of ac t ion — a s e l e c -
t i on of a course of ac t ion from among s e v e r a l a l t e r -
n a t i v e s towards ach iev ing t h e o b j e c t i v e s ; 
4 Drawing up a budget — a budget is e s s e n t i a l l y 
a s t a t emen t of expected r e s u l t s expressed in numer i -
c a l o r f i n a n c i a l t e r m s . Budgets are u s u a l l y conceived 
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as c o n t r o l d e v i c e s ; and 
5 I n i t i a t i n g programs — Programs invo lve e f f e c t -
ing and execu t ing ac t ion in t h e frame of def ined 
o b j e c t i v e s , p o l i c i e s , p r o c e d u r e s , and budget . 
91 TOOLS FOR FLASHING 
P lann ing i n v o l v e s e s t ima t ion and f o r e c a s t i n g of 
t h e r e q u i r e m t n t s of s e v e r a l u n i t s of a l i b r a r y and 
documentation c e n t r e s . S t a n d a r d i s a t i o n , Work s t u d y , 
Time s tudy and Systems a n a l y s i s of l i b r a r y and docu-
menta t ion c e n t r e s a re e s s e n t i a l p r e l i m i n a r y t o o l s 
f o r the p lann ing p r o c e s s . 
92 RAISING OF MANPOWER 
In a plan f o r t h e development of a network or 
system of l i b r a r i e s in a c o u n t r y , i t i s an e s s e n t i a l 
p r e r e q u i s i t e t o survey t h e e x i s t i n g s i t u a t i o n r e g a r d -
i n g manpower a v a i l a b i l i t y in the coun t ry in o rder to 
he a b l e t o p r e d i c t c o r r e c t l y f u t u r e n e e d s . This f a c t 
was recogn ised by l a t e Dr S R Ranganathan as e a r l y as 
1948. W h i l e developing a Na t iona l l i b r a r y Develop-
ment Plan f o r I n d i a , he es t imated t h e manpower re-
qu i rements f o r t he d i f f e r e n t f i v e year p lan p e r i o d s . 
However, t h e r e was no s y s t e m a t i c a t t empt to ge t a 
f a c t u a l assessment and e v a l u a t i o n of t h e l i b r a r y and 
documentation man-power r e q u i r e d in our coun t ry . In 
r e c e n t y e a r s , wi th t h e growing importance o f i n f o r -
mation a s an e s s e n t i a l p r e r e q u i s i t e fo r i n d u s t r i a l 
and i n t e l l e c t u a l development , t h e r e has been a sud-
den need f o r e s t a b l i s h i n g t e c h n i c a l informat ion 
c e n t r e s in many r e s e a r c h and development u n i t s . 
Obvious ly , t h i s amounts to r a i s i n g pe rsonne l who a r e 
capab le of o r g a n i s i n g and main ta in ing e f f i c i e n t l y 
t h e s e informat ion c e n t r e s . The re fo r e , t h e r e i s need 
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fo r developing nan-power p l a n s . For t h i s purpose, 
one should choose c r i t e r i a for es t imat ing fu tu re 
manpower requ i rements . I t has been found h e l p f u l to 
base the l i b r a r y manpower requirements in r e l a t i o n to 
the number of research workers working in the va r ious 
s u b j e c t - f i e l d s . In o the r words, the es t imat ion i s 
based on the number of c l i e n t e l e t h a t the informa-
t ion s t a f f is going to s e r v e . On the b a s i s of t h e 
es t imat ion of manpower requirement a r r i v e d a t , a 
phased programme f o r r a i s i n g the needed l i b r a r y man-
power could be done at v a r i o u s l e v e l s of l i b r a r y 
educat ion . 
93 SCOPE OP THE PAPER 
The paper e s s e n t i a l l y aims at p r o j e c t i n g a 
model plan f o r a n a t i o n a l documentation cen t r e with 
provis ion f o r r eg iona l c e n t r e s o r s e r v i c e u n i t s for 
a s u b j e c t - f i e l d . This model plan is based upon the 
exper ience gained by the DRTC while providing d r a f t 
p lans f o r s eve ra l i n s t i t u t i o n s in I n d i a — Hindustan 
Aeronaut ics Ltd , Bangalore, Department of I n d u s t r i e s , 
Tamil Nadu, Technical Information C e n t r e , Guindy, 
I n d u s t r i a l E s t a t e , Madras, Oil and n a t u r a l Gas Com-
miss ion , Food Science and Technology Information Ser-
v i c e , Regional Soc ia l Science Documentation System, 
e t c . 
A THE TOTAL SYSTEM 
A1 Fac to r s in Planning 
In a plan to o rgan ise and develop a Library and 
Technical Information System, i t would be he lp fu l to 
take i n t o account the fol lowing f a c t o r s , involved in 
any system a n a l y s i s in g e n e r a l : 
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1 The overall objective of the library and Tech-
nical Information System; 
2 The component unite and the respective inputs; 
3 The functional organisation of the units into 
a coherent whole; 
4 The likely constraints, deficiencies, and limi-
tations, in the operation of the service; 
5 The nature of the environment in which the sys-
tem and each of i t s component units are to function; 
the nature of their mutual interactions end the stres-
ses and strains arising thereof; 
6 The built-in preventive and corrective measures 
for the constraints, deficiencies and limitations; 
7 The growth and development of the system in 
the future; and 
'6 The agency to provide the inputs continuously, 
to apply the corrective measures, and to plan for the 
future development of the service on right lines, on 
the basis of the feedback from the service in opera-
tion. 
A2 Integrated View 
A21 Objective of the Library and Technical 
information System 
The objective of the Library and Technical In-
formation System (L &T I S) should be derived from 
and be in conformity with the nation's overall plans 
for the development of the particular industry end 
of research. 
It will be helpful if the objectives of the L & 
T I S are clearly formulated and made known to the 
staff of the I ft T I S — particularly, to those 
involved in policy making end giving direction to the 
work of the system. 
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A22 Coordinate Systems and Sub-systems 
In formulating a plan for the L & T I S it is 
helpful to take on integrated view of the r e l a t ed 
and coordinate systems and of the sub-systems in the 
L & T I S. The operation of the different systems 
mutually influence each other to a lessor or greater 
degree depending on a number of f ac to r s . An i n t e -
grated view can help in recognising the r e s u l t i n g 
impacts, and in making prevision for reducing to a 
minimum the undesirable influences and making pro-
ductive use of the favourable impacts. The integrated 
view can be considered at different levels and in 
different ways. A few i l l u s t r a t i v e examples are 
mentioned below: 
1 Integrated use of the cervices provided by 
n cent ra l l i b r a r y and several d ivis ional or depart-
mental l i b r r r i e s so as to secure maximum benefi t 
from the resources avai lab le . 
2 Integrated use of she in t e rna l ly generated 
and external ly acquired information. The following 
diagram i l l u s t r a t e s t h i s . 
:—; _ External n r j _ In t e rna l 
i.—I ~ Information «—I1 "" Information 
N o t e . - The area of the rectangle is i nd ica t ive of 
the difference in the number of persons involved in 
the type of a c t i v i t y — Long-range planning involving 
the fewest number and the day-to-day rout ine involving 
the l a rges t number. 
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SN 
a 
Phase of 
Project 
b 
Information 
for decisions 
by 
c 
On 
d 
Review of sug- Research 
gested prog- Management 
ramme (Approval,Team leaders 
Rejection, post-Senior 
ponement) s c i e n t i s t s 
Research 
Procedure 
Evaluation of 
results 
Cost Evaluation 
method 
3 Laboratory ex- Research and 
perimentation Development 
31 technical prac-
t i c a b i l i t y 
32 Cost Research 
Indus t r i a l Management 
f e a s i b i l i t y General 
Management 
P i lo t plant 
production 
Current Develop-
ments in tech-
niques 
Background Infor -
mation 
Equipment Cost 
Neter ia l Cost 
Patenting possi-
b i l i t i e s 
Cost Accountant Lease; Royalty, 
etc 
Research 
Management 
Purchase 
Officer 
Inspection and 
Quality 
Control 
Equipment and 
M a t e r i a l avai l -
a b i l i t y and Cost 
Process 
Costing Methods 
Testing methods 
Standards 
Engineering 
Information 
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Plant scale 
production 
Marketing and 
distribution 
Keeping up 
products in 
market 
Production 
Manrger 
Plant Manager 
Sales 
Management; 
Advertisement 
Research 
Management 
General 
Management 
Product ion 
Engineer ing 
Research 
Raw m a t e r i a l s , 
Equipment 
Engineer ing 
Information 
I n p o r t s , Ex te rna l 
c o n t r o l 
S t end r rds 
Finance r e sou rces 
Competing 
products 
Competing produc ts 
Cur ren t informa-
t i o n 
D i s t r i but ion 
Channel 
Export Regulations 
P o s s i b l e a p p l i c a -
t i on of products 
Competitors 
Complaints r e c t i -
f i c a t i o n 
Improved 
Techniques 
B e t t o r p roduc ts 
4 I n t e g r a t e d use of d i f f e r e n t media of commu-
n i c a t i o n of in format ion . A few are mentioned below: 
E x t e r n a l : 
1 Document, ouch as book, p e r i o d i c a l , t e c h n i -
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cal repor t , conference proceedings, t h e s i s , patent, 
standard, specif icat ion, trade publications, govern-
ment publication, project report , review and trend 
reports , preprint end r ep r in t , data sheet, drawing, 
card service, indexing and abstracting re rv ice , tape 
service, and other neo-conventional documents. 
2 Information dissemination centre, such as , 
documentation centre, data bank, clipping service, 
learned body, end commercial body. 
3 Vendor/Supplier/Contractor/Collaborator Rep-
resentative of or document generated by, such a 
source. 
4 Customer 
Representative of or document generated by the 
agency for which a project is carried out. 
5 Consultant/Adviser/Guide. 
6 Meeting, such as, -Conference, Symposium, Se-
minar, and Colloquium. 
7 Formal course of instruction for different 
l eve l s . 
8 Telecommunication and visual and audiovisual 
media. 
9 Mass media.. 
10 Colleagues, friends, and correspondenty 
outside the organisation. 
Internal: 
1 Other ins t i tu t iona l research projects and 
project repor ts . 
2 Colleagues. 
3 Documents generated within the organisation. 
Some of the va r i e t i e s of documents mentioned 
at "External" may be generated internal ly a l so . 
4 l ibrary and documentation f a c i l i t y . 
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5 Personal experience in s imi la r and re la ted 
work. 
5 Integrated use of a variety of sources 
of information 
The following table i l l u s t r a t e s the external 
sources of information that may be used by an indus-
t ry for various purposes: 
External Sources of Information 
SIT 
Variety of 
Information 
Sources of Information/ 
Point of Contact 
Business Information 
in general 
Business Information Bureau. 
Trade associat ion in the 
subject of the undertak-
ing. ' Special l ib ra ry 
cervices (usually local 
or na t ions i ) to industry 
and business, documenta-
t ion cen t res . Published 
documents. 
Sources of Finance 
and Shareholders 
Stock Exchange, Tanks, 
Financing Organisations 
(egs Indus t r i a l Finance 
Corporation of India , 
State Financial Corpo-
rat ion Limited, Refinance 
Corporation U n i t e d , 
National I ndus t r i a l De-
velopment Corporation) 
Shareholders meeting. 
Consumers of the goods loca l Sales Organisations 
or serv ices . Their or Dis t r ibu to r s : Chamber 
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Variety of 
Information 
Sources of Information/ 
Point of Contact 
preferences and 
requirements 
Employees: 
Recruitment, Train-
ing 
labour Relations 
Supplies and ser 
services . 
Equipment, wa te r 
Elec t r ic power 
6 Special professional 
services (Larger 
organisations may 
have t he i r own) 
7 Sales . Publ ic i ty . 
of Commerce. Market Re-
search Consultants. Over-
seas: Trade Commissioners; 
Overseas Are.nts, e t c . 
Employment Exchanges, Uni-
v e r s i t i e s and Technical 
Training I n s t i t u t i o n s . 
F a c i l i t i e s for TWT; I n -
service t r a in ing , appren-
t iceship e t c . Trade 
Unions. J o i n t C o n s u l t a -
t i ons . Periodical i n t e r -
views. Work Councils, e tc 
Suppliers of Saw m a t e r i a l s . 
Equipment manufacturers 
and Importers. Engineer-
ing Consultants. Market-
ing organisat ions. Cham-
ber of Coanorce. Trade 
Associations. 
l e g a l . Accounting and 
Auditing. Patents . 
Publ ic i ty . 
Dis t r ibu tors . Soil ing 
Agents. Export promo-
tion Bodies (Eg: Export 
Promotion d i rec to ra te 
Board of Trade. State 
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SN Variet ies of Information 
Sources of Information/ 
Point of contact 
8 External regulat ions 
include Local, 
S ta te and Central 
Governmental re-
gula t ions . Other 
general recommen-
dat ions . 
Research and Deve-
lopment F a c i l i t i e s 
for research know-
how 
Trading Corporation. Exports 
Risks Insurance Corporation). 
Exhibi tors ; Trade Associa-
t i o n s . Directorate of Exhi-
t ioris , e t c . 
Municipal au thor i t i e s in re-
gard to municipal laws. 
Government department (Sta-
te and Central) Eg: Ministry 
of Industry and Commerce", 
Ministry of Labour, Factory 
Inspec tora te , Public Health 
Ministry, Ministry of law, 
e t c , end several acts and 
regu la t ions . Standards Body. 
Productivi ty Council, Em-
ployers ' Association (wage 
agreements). Trade Associa-
t ions ( t rade agreement). 
F a c i l i t i e s for sponsored re-
search. Cooperation resoarch 
(eg: Un ive r s i t i e s , National 
Development Corporation) 
Government Departments end 
Laboratories (CSIR Labora-
t o r i e s , State Analytical 
end Testing Laborator ies) . 
Research Associations, pro-
fess ional I n s t i t u t i o n and 
Soc ie t i e s . Innovation bank. 
Publications of a l l kinds. 
116 
l i b r a r y and Documentation Systems: A Model GA5 
A3 Regional Organisation 
It would be helpful to organise the t o t a l l i b r a r y 
and Technical Information System in to a cent ra l i sed 
f a c i l i t y (cent ra l l i b r a ry ) and several separate d iv i -
sional f a c i l i t i e s ( regional l i b r a r i e s ) . 
A4 Wastage 
I t must be emphasised here t h a t , w h i l e decentra-
l i s c t i o n has i t s advantages, in order to ensure eco-
nomy and efficiency of work and the conservation of 
resources in each of the Regional F a c i l i t i e s , in the 
Central F a c i l i t y , and in the system as a whole, there 
should be good coordination of the work and serv ice 
of e l l the Uni ts . Th~ system as a whole should be 
considered as if i t were a s ingle f a c i l i t y . Without 
such a coordination of the work of find cooperation 
among a l l the unite — Central and Regional — there 
nay r e s u l t e i t he r wasteful duplication and uneconomic 
organisation in some or a l l the Regional F a c i l i t i e s 
or some of. the Regional F a c i l i t i e s may grow at the 
expense of other in the system. 
A5 Col lect ion, Service, Staff 
The three basic elements of the system requi r ing 
careful planning and development a r e : 
1 Document co l l ec t ion ; 
2 Library and documentation se rv ices ; and 
3 Management of the system. 
In the succeeding sec t ions , the main points r e -
la t ing to the planning and development of these three 
elements are discussed. 
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B/H CENTRAL LIBRARY: A DRAFT PROGRAMME OF 
DEVELOPMENT 
B CENTRAL LIBRARY: GENERAL 
BO Conspec tus 
This section and the succeeding sections dual 
with the s t ruc ture , function, and management aspects 
of the Central Library. 
Section B mentions the general factors to be 
considered in planning the Central Library. 
Section C mentions the different uni ts of the 
Central Library, and s t resses the need for ccordi-
nat ion of t h e i r a c t i v i t i e s , and come special points . 
Section D describes in brief the va r i e t i e s of 
services that can be provided by the Central Library. 
Section E works out the personnel requiregents 
of the different units of t he Central Library, the 
qual i f icat ions of each category of staff, the number 
of persons in each category and the scale of pey. 
Section P gives an estimate of the annual recur-
ring expenditure for the Central Library. 
Section G gives a l i s t of the major items of fur-
n i tu re and equipment needed in the Central Library. 
The approximate cost is also indicated. 
Section H gives an es t ina ta of the cost of a new 
l ibrary building for the Central Library. 
B1 Healthy Development 
In order to ensure a healthy and economical 
development of the Central Library, it is necessary 
to bear in mind i t s objective, i t s functions, and the 
environmental context in which it has to operate. 
The thrce-fold objective of the Central Library is 
tot 
1 Provide documentation/informrtion service to 
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the parent organisation and other organisations and 
individuals doing research and developmental ac t iv i -
ty in the same f i e l d : 
2 Be a clearinghouse for information on a l l 
aspects of t h e subject concerned; and 
3 Be a partner in the integrated develops a i t of 
the various documentation/information syst tns in the 
pa r t i cu l a r subject or industry and re la ted systems 
in t h e country as a whole, and a feeder to such 
in te rna t ional systems. 
32 Coordination of Act ivi ty 
As has already been mentioned in Sec A4, the 
work and service of . the Central Library must be well 
coordinated with those of the Regional L ib ra r i e s . 
Further, the work and service of the Central Librrry 
should be coordinated with those of other agencies 
in the country having s imi la r object ives . Such co-
ordination becomes all the. more s ignif icant if the 
work of tho Control Library is viewed in the perspec-
t ive of the following f ac to r s : 
1 The wide range of coverage of subjects f a l l i n g 
within i t s purview; 
2 The wide var ie ty of sources of information to 
be made use of by i t ; 
3 The dif ferent media of communication through 
which information may flow in to and out of i t ; 
,4 The spec i f ic i ty and comprehensiveness to be en-
sured in answering queries put to i t ; 
5 The ever-growing range and complexity of sub-
j e c t s ; and 
6 Ensuring economy and productivity at a l l l eve ls 
of i t s work. 
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A few examples of t h e s e f a c t o r s a r e ment ioned in 
t h e succeed ing s e c t i o n s . 
33 Wide Range of S u b j e c t s 
A s p e c i a l i s t in any f i e l d w i l l have to drew i n -
f o r a a t i o n from a wide spectrum of s u b j e c t s — such as 
P h y s i c s , E n g i n e e r i n g , Chemis t ry , B io -Chemis t ry , Che-
m i c a l Technology, B io logy , A g r i c u l t u r e , Medic ine , Nu-
t r i t i o n , e t c . F u r t h e r , i f i t i s a n i n d u s t r y - o r i e n t e d 
s e r v i c e , t h e management must have- u p t o - d a t e informa-
t i o n about the r e l e v a n t economic, commercia l , s o c i a l 
and l e g a l n a t t e r s (See a l so Tab le in Category 3 of 
Sec A22). The C e n t r a l l i b r a r y should be adequately 
equipped to answer q u e r i e s on any of t h e s e a s p e c t s of 
the work of t h e o r g a n i s a t i o n conce rned . . The answer 
provided b y i t shou ld b e s p e c i f i c , r e l i a b l e ; comple t e , 
t i m e l y , and p r e sen t ed in a manner f a c i l i t a t i n g i t s 
conven ien t use by t h e s p e c i a l i s t concerned . 
B4 Source of In fo rma t ion 
For t h e wide range of coverage of s u b j e c t s and 
v a r i e t y of in fo rmat ion mentioned in Sec B3 above, t h e 
C e n t r a l L i b r a r y should have or have a c c e s s t o , a wide 
v a r i e t y o f pr imery p u b l i c a t i o n s and secondary pub l i -
c a t i o n s — such a s , book, l e a r n e d p e r i o d i c a l , house 
magazine, t e c h n i c a l r e p o r t , t r a d e c a t a l o g u e , s t a n d a r d , 
s p e c i f i c a t i o n , d a t a s h e e t d rawing , pho tograph , news-
paper c l i p p i n g , and i n d e x i n g , a b s t r a c t i n g and rev iew-
ing p e r i o d i c a l s . 
Sometimes t h e in fo rmat ion r e q u i r e d may no t be 
a v a i l a b l e from p u b l i s h e d documents . But t h o C e n t r a l 
L i b r a r y should be a b l e to g e t t ho in fo rma t ion from or 
t o d i r e c t the e n q u i r e r t o i n s t i t u t i o n s and e x p e r t s 
s p e c i a l i s i n g i n t h e s u b j e c t concerned — t h a t i s , 
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provide r e f e r r a l s e r v i c e . Sui table r e f e r r a l d i rec-
t o r i e s should be developed for the purpose. 
In Category 5 in Sec A22, a wide va r i e ty of 
sources of information have been mentioned. 
B5 Medium of Communication 
The media of communication of information can 
be viewed from d i f fe ren t ang les . For example, in 
Category 4 in Sec A22, the var ious media by which in-
formation may get disseminated are mentioned. We con 
a l so think of the dissemination of information by the 
Centra l Library through a va r i e ty of se rv ices (See 
Sec 3)2). Fur ther , the information requirement; of a 
s p e c i a l i s t may be received in the Central Library 
d i r e c t l y from him, or through one of the- Regional 
l i b r a r i e s , or from another l i b r a r y or documentation 
c e n t r e . .Similarly, the documentation se rv ice provided 
by the Central l i b r a r y may reach the s p e c i a l i s t e i t h e r 
d i r e c t l y or through any of the channels mentioned 
above. 
36 Commitment 
The kind of in tegra ted development of the L end 
TIS envisaged here w i l l be d i f f i c u l t in p r a c t i c e un-
l e s s the personnel in charge of the respec t ive u n i t s 
in the system are w i l l i n g to cooperate in a s p i r i t of 
give and take in the l a rge r i n t e r e s t s of the system 
as a whole, and commit themselves to p r a c t i s e such 
cooperat ion. There should a l s o be adequate broking 
from the management of the respec t ive d i v i s i o n s . With-
out such a cooperative a t t i t u d e on the par t of the 
l i b r a r i a n s and management support , one l i b r a r y wil l 
vie with the other in bui ld ing up a bigger and bigger 
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document co l l ec t i on for i t s e l f , thereby e n t a i l i n g un-
necessary dupl icat ion of documents, and wastage of 
funds. Each l i b r a r y should spend more ef for t in s e r -
ving readers and in designing b e t t e r t o o l s and tech-
niques fo r s e rv i ce . Even in the se rv ice aspec t , un-
necessary dupl icat ion of e f fo r t should be avoided. 
The necessary guide l ines in t h i s mat ter must be l a id 
down from the very beginning and understood by a l l -
concerned. 
B7 Leadership 
The dovelopment of the system along r i gh t l i n e s 
w i l l depend to a largo extent upon the personnel man-
ning i t . : I t w i l l p a r t i c u l a r l y centre round the 
l eade r sh ip , dynamism, and profess ional competence of 
the Head of the Centra l Library and each of the heads 
in charge of t h e Regional l i b r a r i e s . Therefore, the 
se l ec t ion and building up corps of competent per-
sonnel f o r each of the l i b r a r i e s in the system should 
bo given se r ious a t t en t i on from the very s t a r t . 
B8 Survey of Infoimation Needs 
As one of the i n i t i a l s teps in implementing the 
proposed p lan , it w i l l be helpful to moke a survey 
of the p o t e n t i a l u s e r s of the Library and Technical 
Information System. This should cover research labo-
r a t o r i e s and i n d u s t r i a l en t e rp r i s e s — large and 
small in the p r i v a t e and public s e c t o r s . The- f indings 
of the survey should ind ica t e among other t h i n g s , t he 
subject i n t e r e s t , the va r i e ty of da ta and information 
required and t h e l e v e l s of such requirements in the 
d i f f e r e n t o rgan i sa t ions . The survey may be made 
through the use of D i r e c t o r i e s , backed up by 
122 
Library and Documentation Systems: A Model GC1 
q u e s t i o n n a i r e s and i n t e r v i e w s of an adequate sample 
of t h e popula t ion surveyed. 
I t i s a l s o necessa ry t o survey the informat ion 
r e sources i n the f i e l d a l r e ady a v a i l a b l e i n t h e coun-
t r y . This would cover l i b r a r y and documentation f a -
c i l i t i e s i n t h e v a r i o u s o r g a n i s a t i o n s covered i n t h e 
survey mentinned in the preceding paragraph and a l s o 
such f a c i l i t i e s a v a i l a b l e i n u n i v e r s i t i e s , t echnolo-
g i c a l i n s t i t u t i o n s , a s s o c i a t i o n s , chambers of commerce 
and consul tancy s e r v i c e s cover ing t h e sub j ec t f i e l d . 
C CENTRAL LIBRARY: STRUCTURE 
C1 O r g a n i s a t i o n a l Char t : Major Func t i ona l Un i t s 
A h e l p f u l way of g rouping t h e m a j o r i t ems of 
work in the C e n t r a l L ib ra ry i n t o f u n c t i o n a l u n i t s 
i s shown in the fol lowing c h a r t . 
L ib ra ry and Technica l Informat ion 
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C2 Internal Coordination 
7or cer ta in management purposes, it is helpful 
to structure the Central Library as shown in See 01• 
This does not , however, mean t h a t the un i t s w i l l fun-
function as water-t ight compartments. In p rac t ice , 
in every item of work and service of the Central 
Library, maximum productivity should be aimed at with 
a view to conserving human and material resources. 
In turn , t h i s requires careful planning and coordi-
nation of the work of the dif ferent uni t s of the 
l i b r a ry . 
Tor example, the feedback from the contact with 
the industry and other organisetion — Liaison, r e -
ference service and documentation, can provide every 
other unit a f a i r idea about the information require-
ment of the use r s . This will help in designing the 
work and service of each of the units for eff ic ient ly 
meeting such needs of the users . 
Again, for the preparation of a current awareness 
l i s t , a r t i c l e s in a number of periodical publications, 
technical repor t s , spec i f ica t ions / patents and other 
micro documents wi l l have to be scanned Simulta-
neously, it should be possible to select the docu-
ments to be used in preparing some of the other s e r -
vices — such as , patent abs t rac t s , technical d iges t , 
newsbriefs, etc. It is unlikely that one and the 
same person wi l l be preparing all the services:. 
Nevertheless, i t should be possible to coordinate 
the work done for each of the services in such a way 
to reduce to a minimum, the repe t i t ion of the some 
or similar steps involved in the different, items of 
work. 
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C3 Special Points 
It is not proposed to give, in t h i s paper the de-
t a i l s of the work end service of each of the uni t s . 
These are f a i r ly well-known to and practised by, pro-
fessional l ibrar ians and documentalists. However, 
some special points v;ith p a r t i c u l r r reference: to the 
management and development of the Library and Techni-
cal Information System as a whole ere discussed in 
the succeeding sect ions . The. different va r i e t i e s of 
documentation service tha t the Central Library may 
develop are mentioned in Sec D. 
C4 Central Library and Regional l ibrary 
As has already been mentioned in Sec A3, the 
Library and Technical Information System may be. plan-
ned to consist of a Central Library and several Re-
gional l i b r a r i e s . 
Although th i s paper is mainly concerned with the 
Central Library, it is important that a helpful policy 
is laid down in regard to the work and service r e l a -
tion and on matters of cooperation end coordination 
between the Central Library and the Regional Library 
in the system for future guidance. Some of these 
points are discussed in the succeeding sect ions . 
C5 Central Library-Regional Library Management 
C51 Management 
1 The Head or Chief Librarian wi l l have overall 
charge of the Central Library and of the Regional 
l i b r a r i e s . 
2 The Library Committee should preferably be a 
common one for a l l the l i b r a r i e s in the system. It 
should function in an advisory capacity, end as a 
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l i a i son between the l i b r a r i e s and the management of 
the organisa t ion . I t s membership nay consis t of the 
Head of the Central Library, the Head (or h i s r e -
presenta t ive) of each of the Divisions of the or-
ganisat ion and the Head of the Regional l i b r a r i e s . 
3 A s ingle budget may be prepared for the 
system as a whole. But each regional l i b r a r y should 
make up i t s own budget requirements under appropriate 
heads of expenditure. The a l loca t ion for each Be-
gional l i b r a r y and to the Central Library may be 
ind ica ted . However, there should be provision for 
the u t i l i s a t i o n of any unspent amount in a Regional 
Library funds by another Regional Library or by the 
Central Library when such a need a r i s e s . 
4 The recruitment of personnel for any of 
the F a c i l i t i e s in the system may be a cen t ra l i sed 
funct ion. 
5 There should be provision for interchange 
of personnel between the l i b r a r i e s . 
6 There should be provision for in - se rv ice 
t r a in ing of the personnel in d i f ferent l i b r a r i e s 
in the system. 
7 As far as p rac t i cab le , the l i b r a r i e s in 
the system should agree to and .adopt uniform prac-
t i c e in l i b r a ry rout ines and s tandardise forms, s t a -
t i one ry , e t c . I t wi l l lead to considerable economy 
and conservation of resources of the l i b r a r i e s and 
of the users if uniform prac t ice is adopted in re-
gard to c l a s s i f i c a t i o n , cataloguing, c i r c u l a t i o n , 
end other professional technical matters in el] 
the l i b r a r i e s of the system. 
8 The heeds of the di f ferent l i b r a r i e s in 
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the eyetca should meet per iod ica l ly — say, twice 
or thr ice a year — and discuss matters of common 
in t e r e s t in regard to the management of the l i b -
r a r i e s . 
9 A handbook or manual should be developed 
for the guidence of the personnel in the systeml in 
regard to the points Mentioned nbovo and any others 
of mutual concern to them. 
C52 Document Select ion 
1 Document se lec t ion w i l l be a r e spons ib i l i t y 
of each l i b r a r y in the system. Each l i b r a r y wi l l 
know in t imate ly the speci f ic information require-
ments of i t 3 immediate c l i e n t e l e . However, before 
deciding on the procurement of a document, i t s 
a v a i l a b i l i t y or otherwise in any of the other l i b -
r a r i e s in the system should be checked. The union 
catalogue maintained in the Library of the Central 
Library (See Sec C54) w i l l be helpful in t h i s 
respec t . Further , the orders outstanding processed 
through the Central Library (See Sec C53) should 
be checked. Unless a copy of a bock is e s sen t i a l 
in a Regional Library for reason of i t s frequent 
demmd or because the Regional L ib ra ry ' s distance-
from the other l i b ra ry where it is ava i l ab l e , or 
because the book has frequent use in the other l i b r a ry 
l ib ra ry a l so , duplicat ion of a book in s eve ra l , 
Regional l i b r a r i e s should be kept at a minimum, if 
not t o t a l l y avoided. This is pa r t i cu la r ly import-
ant in respect of cos t ly publ icat ions and b:oks in 
subjects per ipheral to the dominant i n t e r e s t of 
Division. Of course, some reference books and other 
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books in g rea t demand may have to be dupl icated 
in more than one l i b r a r y in the system. 
In the s e l ec t i on of cur ren t p e r i o d i c a l s , in-
dexing and a b s t r a c t i n g s e r v i c e s , back volumes of 
p e r i o d i c a l s , t echn ica l r e p o r t s , t heses , p a t e n t s , 
s tandards , e t c , the l i b r a r i e s in the system should 
cooperate and co l labora te so as to secure the best 
u t i l i s a t i o n of the funds ava i lab le by providing 
the user3 a wide range of reading m a t e r i a l s . The 
c o l l e c t i o n s in o ther l i b r a r i e s in the v i c i n i t y of 
the Centra l Library and Regional l i b r a r i e s should 
also be kept in view. 
2 Such a cooperat ive and coordinated docu-
ment se lec t ion programme implies that the l i b r a r i e s 
in t he system w i l l work out an e x p l i c i t l y s t a t ed 
document se lec t ion pol icy , and ensure a free and 
quick flow of information about t h e i r respec t ive 
spec ia i programmes in t h i s regard . They should 
also develop the necessary t oo l s and techniques 
for quick checking of hold ings , outstanding orders 
e t c . 
3 I t is a lso implied tha t if a Regional Lib-
rary no t i ces a document or a good review of a docu-
ment and f inds that the document would be only of 
occasional or l i t t l e use to i t s own immediate 
c l i e n t e l e , but tha t i t is l i ke ly to be of g r e a t e r 
use in another Regional l i b r a r y , then the informa-
t ion about the document may be passed on to the 
l a t t e r l i b r a r y . 
C53 Document Procurement 
1 Document procurement should preferably be 
c e n t r a l i s e d . Each Regional l i b r a r y would send to 
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the Document Procurement Section in the Central 
L ibrary , a l i s t , preferably in a standard order 
s l i p , of the documents to be ordered. 
2 Such a Cent ra l i sed processing of Orders 
and r ece ip t of documents w i l l r e s u l t in economy 
in s e v r a l ways. 
3 However, it implies that the Centra l Pro-
curement Section has adequate f a c i l i t y and adopts 
e f f i c i e n t streamlined procedures for the expedi-
t ious procurement of the d i f f e ren t v a r i e t y of 
document needed in the l i b r a r i e s of t he system. 
C54 Technical Processing 
1 C la s s i f i ca t i on and cataloguing of docu-
ments should a lso preferably be c e n t r a l i s e d . 
2 It w i l l secure economy in work and uni for -
mity in product . 
3 Each Regional Library w i l l maintain a 
card catalogue for i t s ho ld ings . Each of them w i l l 
also make a d d i t i o n a l a n a l y t i c a l e n t r i e s ac-
requi red . 
4 The Central Library and Regional l i b r a r i e s 
should maintain a union catalogue fo r a l l the 
holdings in a l l the l i b r a r i e s in the system. 
But , the preparat ion of the Union Catalogue would 
be the r e s p o n s i b i l i t y of the Cent ra l Library w i t h 
the cooperation of the Regional l i b r a r i e s . 
5 L i s t of add i t ions can be i ssued by the 
Central Library with ind ica t ion of t he loca t ion 
of the documents in the system. 
C55 Periodical_ Publ ica t ion 
1 It would be more helpful if t he p e r i o d i -
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cals are received direct ly by the respective 
l i b r a r i e s . 
2 Necessary recording of the rece ip t , send-
ing of reminders for non-receipt, etc wi l l be 
done by the l ibrary concerned. 
C56 Document Circulat i on 
1 Each l ibrary wi l l c i rcula te documents to 
i t s own c l i en t e l e . 
2 However, f a c i l i t y should be provided to 
users to borrow documents from any of the l i b r e -
r i e s in the system e i the r in person or through 
any of the Regional l i b r a r i e s . The circulat ion 
system should be such as to afford a proper con-
t r o l of the lending and re turn , reservat ion, etc 
of documents in a l l the l i b r a r i e s of the system. 
3 Restricted and secret (c lass i f ied) docu-
ments should be issued to named persons only. 
Such documents should be kept seperctely under 
the custody of a senior member of the library 
staff. 
4 Documents lending and borrowing to and 
from any l ibrary outside the system can be 
processed by the individual l i b ra r i e s of the 
system. 
C57 Reference Service and Documentation Service: 
1 Lack l ibrary wi l l render reference ser-
vice to its own c l i en t e l e . 
2 But a user can drew upon the reference 
service of any of the l i b r a r i e s in the system when 
need a r i s e s . 
3 A Regional l ibrary may find it necessary 
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to provide var ious kinds of documentation se rv ice 
to i t s c l i e n t e l e even though the Central l i b r a r y 
nay be providing severa l such s e r v i c e s . This 
may be necessary because of the subject s p e c i a l i -
sa t ion or o ther demands of the c l i e n t e l e served 
by the Regional l i b r a r y . However, a copy of 
each documentation l i s t , t rend r e p o r t , b i b l i o g r a -
phy, da ta compilat ion, etc prepared in each* 
Regional Library should be sent to the Centra l 
l i b r a r y and other Regional l i b r a r i e s as and when 
i ssued . A copy of each of the Advance Documenta-
t ion L i s t , Diges t , Newsbrief, L i s t of Books added, 
and s imi la r publ icat ions prepared by the Centra l 
l i b r a r y should be made ava i lab le to each of the 
Regional l i b r a r i e s as and when i s sued . Informa-
t ion on se rv ices usual ly rendered on demand — 
such a s , a b s t r a c t i n g , trend r e p o r t , date compi-
l a t i o n , and bibliography — by the Central 
l i b r a r y should a l s o be sen t to the Regional 
l i b r a r i e s . This w i l l f a c i l i t a t e any other 
i n t e r e s t e d reader using a Regional Library being 
no t i f i ed about the a v a i l a b i l i t y of such compi-
l a t i o n s . 
C58 Translat ion and Reprography 
Transla t ion service and Reprography se rv ice 
should preferably be cen t r a l i s ed (See a l s o 
Sec D7 and D8) 
C6 Size of Collect ion 
The maximum s i ze of t he Cent ra l Library col-
l ec t ion w i l l be about fo r ty - f ive thousand volumes 
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of books and bound p e r i o d i c a l s . The maximum 
number of volumes of books end bound per iod ica ls 
in a Regional l i b r a ry need not exceed 30.000. 
Some Regional l i b r a r i e s may need to have only 
about 15,000 volumes. 
Each l i b r a r y should p e r i o d i c a l l y weed out 
the less-used documents. For ins tance , most of 
the p e r i o d i c a l s , t echn ica l r e p o r t s , e tc published 
ten years e a r l i e r can be withdrawn. Superceded 
ed i t ions of books, t rade ca ta logues , and other 
ephemeral mater ia l s can be discarded. A weeded 
out document which may have an occasionsl use 
in any of the l i b r a r i e s in the system may be 
deposited in the Central l i b r a r y for maintenance 
and s e r v i c e . 
C7 Summary 
In summary, it may be sa id t h a t the e n t i r e 
co l l ec t ion of documents in a l l l i b r a r i e s in 
the system taken toge the r should be considered 
as if i t were a s i ng l e pooled document resource 
of the o rgan isa t ion , as a whole. It should 
be possible fo r any reader i r r e s p e c t i v e of the 
region or u n i t he is employed i n , to draw from 
t h i s pool without d i f f i c u l t y or delay. 
D CENTRAI LIBRARY : DOCUMENTATION SERVICE 
D1 Main Items of Work 
The main items of work of the Documentation 
Unit are as fol lows: 
Reference Service 
Documentation work and service 
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Liaison/Promotion of Information Use 
Reprography 
Translation 
D2 Reference Service 
D21 Reedy Reference Service 
Ready Reference Service cons i s t s of f inding 
answers to spec i f ic queries put by users , and 
usually involving search in and extract ion of 
information from, a reference book, such as an 
encyclopaedia, a handbook, a d i rec to ry , or a 
formula. The finding of the answer usually takes 
a short t ime, say, not more than ten minutes. 
D22 Long-Range Reference Service 
long-Range Reference Service cons is t s of 
finding answers to specif ic quer ies put by u se r s , 
end usually involving prolonged search in a 
large number and va r i e ty of documents and also 
the preparation of bibl iographies and other 
v a r i e t i e s of document.3 for presentat ion of in-
formation in a manner su i t ab le for the r e a d e r ' s 
use . 
D3 l i a i s o n Work/Promotion of Information Use 
Promotion of the use of information is en 
important function of Librsry. The information 
gathered through l i a i son work about the infor -
mation requirements of users ~ ac tua l end poten-
t i a l — of the Central and Regional l i b r a r i e s , 
as far as poss ib le , w i l l form the bas i s for design-
ing the services rendered by the functional un i t s 
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of the system — Central end Regional l i b r a r i e s . 
The objective of l ia ison may be stated as 
followsi 
1 Stimulating the use of information for in-
creasing productivity in the research and in 
managerial ac t iv i ty ; 
2 Collecting information about the general 
and specific information needs of the different 
categories of actual end potent ial users with a 
view to developing a f i l e of user p rof i les ; 
5 Informing the personnel of the parent or-
ganizstion and other interested organisations 
about the services rendered by themCentrai 
l ib ra ry and the by the Regional l i b r a r i e s ; 
4 Collecting information about the use 
made of the l i b r a r i e s and of the services 
rendered by the l i b ra r i e s in the. system; and 
5 Establ ishing a. feedback mechanism for the 
flow of information between the l i b r a r i e s in the 
system and between each l ibrary and the users . 
D31 Method 
The contact may be established and information 
gathered iri a var ie ty of ways depending upon the 
context, The usual methods are: 
1 Meeting individual reader in the l ibrary 
and outside i t , at the works pot for ins tance. 
2 Periodical survey by observation. 
3 Periodical survey through questionnaire. 
4 Convening of group meetings of users for 
discussion on the services rendered. 
5 Orientation and guidance courses about 
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the use of l ib rary and documentation se rv ices . 
6 Analysis of s t a t i s t i c s of reference 
service rendered, documents c i rcula ted , e t c . 
D4 Documentation 
Documentation is an evolved form of Refe-
rence Service. The emphasis is on spec ia l i s t 
users and keeping them abreast of the current 
developments in the i r respective subjects of 
soecial isa t ion even in ant ic ipa t ion of demand. 
Documentation essent ia l ly consis ts of (1) Docu-
mentation Work; and (2) Documentation Service. 
Documentation Work essen t ia l ly consis ts of 
the preparation of documentation l i s t s and various 
other va r i e t i e s of presentation of information 
to su i t the requirements of users of different 
categories . 
Documentation Service essent ia l ly consis ts 
in finding out the exact requirement of each 
reader through l ia ison and through personal 
dialogue when he presents his query d i rec t ly 
at the l ibrary and serving him with the appro-
pr ia te information/document. 
D41 Dissemination 
The r e su l t s of the documentation work and 
service are usually disseminated throurh dif 
ferent v a r i e t i e s of services/publ icat ions . The 
following l i s t gives information about such 
services : 
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A 1 Kind 
2 Purpose 
3 Per iodici ty 
4 Source End 
emphasis 
5 Make-up of 
text 
6 Approximate 
coverage 
7 Dis t r ibut ion 
Current Awareness Service / 
Anticipatory Documenta-
t ion l i s t . 
To keep the research,deve-
lopment and tiar.agement 
personnel of the orga-
n isa t ion and other i n t e -
rested organisations ab-
r ea s t of the current de-
velopments in t h e i r res-
pective f i e lds of i n t e r e s t . 
Weekly or For tn ight ly . 
Current pe r iod ica l s , tech-
n ica l r e p o r t s , patents", 
s tandards, and o ther micro 
documents, as SOON as 
received in the l i b r a r y . 
Main P a r t : Entr ies c l a s s i -
f i ed ; featured, and ar-
ranged according to a 
sui table scheme for c las-
s i f i c a t i o n . 
Supplementary.Part: Neces-
sary indexes, such as for 
Subject and Author. 
Entr ies for about 200 docu-
ments per for tn ight ly issue. 
Project leaders , other re-
search and development 
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personnel and management 
personnel of the parent 
organisat ion and other 
i n t e r e s t ed organ isa t ions . 
B 1 Kind 
2 Purpose 
3 Per iod ic i ty 
4 Source and 
emphasis 
5 Make-up of 
text 
6 Approximate 
coverage 
L i s t of Addit ions. 
To inform about the l a t e s t 
documents added to the 
l i b r a r y . 
l lonthly. 
Classified. 
50 entries per issue. 
7 Distribution All library users of the 
organisation. • 
C 1 Kind 
2 Purpose 
Selective Dissemination of 
Information (SDI). 
To keep the clientele abreast 
of the current developments 
in the respective field of 
interest, on the basis of 
user/industry/project 
profiles. 
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3 P e r i o d i c i t y 
4 Source and 
emphasis 
5 Make-up of 
text 
Weekly or F o r t n i g h t l y . 
Current p e r i o d i c a l s , t echni -
ca l r e p o r t s , p a t e n t s , 
s tandards and o ther micro 
documents, as soon as re-
ceived in the l i b r a r y . 
According to requirement of 
user served. 
6 Approximate About 50 in a f o r t n i g h t . 
coverage 
7 Distribution According to user/industry/ 
project profiles. 
D 1 Kind 
2 Purpose 
3 P e r i o d i c i t y 
4 Source and 
emphasis 
5 Make—up of 
t e x t 
6 Approximate 
coverage 
7 D i s t r i bu t i on 
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Abstracts of technical 
papers on request. 
To provide an idea about the 
main points discussed in 
the original document. 
On request. 
The items marked in the 
Ant ic ipa tory Documenta-
t ion Lis t by r e a d e r s . 
By name of author of t he 
o r ig in pi document. 
About 20 in a f o r t n i g h t . 
The reader reques t ing f o r 
a b s t r a c t . 
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Kind Patent Abstracts. 
2 Purpose 
4 Source and 
emphasis 
5 Make-up of 
t ex t 
To, disseminate information 
about new patents and 
u t i l i t y models. 
3 Per iod ic i ty Once in two months (Bimonthly). 
Publ icat ions of the Patent 
Offices, Gazette of Ind ia , 
Par t 3» Sec I I , and eppro-
pr ia tc technica l periodi-
ca l s containing: informa-
t ion on Indian and Foreign 
pa t en t s . 
Main Pa r t : Ent r ies c l a s s i -
f ied , featured and arranged, 
according to a su i t ab le 
scheme for c l a s s i f i c a t i o n . 
Supplementary Pa r t : Neces-
sary indexes such as for 
Subject and Author. 
6 Approximate • Ent r ies for about 100 patents 
coverage per bi-monthly issue 
7 Dis t r ibut ion S c i e n t i f i c / t e c h n i c a l and 
Management Staff . 
1 Kind 
2 Purpose 
Technical Digest. 
1 To solve technical problems. 
2 To promote technical ad-
vances and modernisation. 
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3 Pe r iod ic i ty Quarter ly . 
4 Source and 
emphasis 
5 Make-up of 
t ex t 
6 Approximate 
coverage 
7 Dis t r ibu t ion 
Emphasis: P r a c t i c a b i l i t y , 
cost reduct ion, simpler 
techniques and equipment, 
Information on 1) Measure-
ment, ana lys i s and control 
methods, 2) Proper t ies of 
ma te r i a l s ; 3) New appli-
cat ions of known ma te r i a l s . 
new techniques, nev; products 
and new p r i n c i p l e s . 
Source: Pe r iod ica l s , t eeh-
' n i ca l r e p o r t s , and 
manuals. 
Machine and/or process-wise 
including diagrams and 
p i c t u r e s . 
Two-page fasc icule for each 
machine process. About 
20 machine processes in a 
qua r t e r ly . 
Technical personnel of the 
organisation — Foreman 
and workers of an i n d u s t r i a l 
organisa t ion . 
1 Kind 
2 Purpose 
Management Digest. 
1 To disseminate current 
scientific, technical, 
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3 Periodicity 
4 Source and 
emphasis 
5 Make-up of 
text 
6 Approximate 
coverage 
7 Distr ibut ion 
commercial and techno-
economic information from 
management of point of 
view; and 
2 To promote managerial 
competence. 
Monthly. 
Emphasis: Managament aspects . 
Condensation of information. 
Source: All v a r i e t i e s of 
documents including perio-
d ica l s on business Fnd 
management. 
4-pages per monthly i s s u e . 
Top management and se lec ted 
management personnel. 
H 1 Kind 
2 Purpose 
Newsbr ief . 
To disseminate general in-
formation of l i ke ly in-
t e r e s t to and per t inent 
to the functions and work 
of the personnel of the 
organisat ion. 
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3 P e r i o d i c i t y 
4 Source and 
emphasis 
5 Make-up of 
t ex t 
6 Approximate 
coverage 
7 Dis t r ibu t ion 
Monthly. 
Emphasis: Current , genera l , 
non- techn ica l , information. 
Source: Newspaper — d a i l i e s , 
w e e k l i e s , e t c . and sec t ions 
of t echn ica l p e r i o d i c a l s 
containing such information. 
J o u r n a l i s t i c wr i t i ng . 
4-page per monthly i s s u e . 
Top management and se lec ted 
middle management 
personnel . 
I 1 Kind 
2 Purpose 
3 Pe r iod i c i t y 
4 Source and 
emphasis 
Product Information 3 u l l e t i n . 
To provide re levan t informa-
t ion and comparative data 
about p a r t i c u l a r product 
or process . 
Monthly. 
Comparative data for seve-
ral products of the same 
or similar kind. 
Internal documents, house 
journals, appropriate 
sections in current pe-
riodicals, technical 
reports, etc. 
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5 Make-up of 
text 
6 Approximate 
coverage 
7 Dis t r ibut ion 
Text, t ab l e s , graphs, e t c . 
Varies depending upon the 
product or process and, 
kind of data or informa-
t ion ava i l ab le . 
Technical personnel; top 
management and middle 
management. 
J 1 Kind 
2 Purpose 
3 Per iod ic i ty 
4 Source and 
emphasis 
5 Make-up of 
t ex t 
Data Compilation and Ser-
vices (Sc i en t i f i c , Tech-
nological and Economic 
Data) . 
To co l l ec t in r. convenient 
form and disseminate the 
da ta largely technica l , 
commercial and techno-
economic, on the d i f ferent 
subjects of i n t e r e s t to 
the personnel of the or-
ganisa t ion . 
A rout ine function of 
documentation. 
All v a r i e t i e s of o r ig ina l 
documents. 
Tables, graphs, diagrams, 
e t c . 
6 Approx coverrge . . . . . . 
7 Dis t r ibut ion Whenever a demand is 
expressed or sensed. 
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K 1 Kind 
2 Purpose 
3 Periodicity 
4 Source and 
emphasis 
5 Make-up of 
text 
6 Approximate 
coverage 
7 Distr ibution 
Retrospective 3ibliography. 
To provide a list of docu-
ments on a given specific 
subject of a query. 
Normally on request: 5-10 
per year. 
Retrospective search, selec-
tion and listing of all 
relevant documents — books, 
articles, technical reports, 
etc, with neceseary annota-
tion end abstracts. 
/.s for current awareness 
service (See A). 
Depends on subject and 
readers requirements. 
To the requesting party 
and subsequent wider 
distribution, if necessrry. 
L 1 Kind 
2 Purpose 
3 Periodicity 
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State-of-Art Report and 
Trend Report on Specific 
Subjects . 
To review (and evaluate) the 
developments in n specific 
f ie ld of s c i e n t i f i c , tech-
n i c a l , commercial and tech-
no-eccnomic. 
According to demand: 2 or 3 
per year. 
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4 Source and 
emphasis 
5 Make-up of 
text 
6 Approximate 
coverage 
7 Distr ibut ion 
All re levant o r ig ina l publi-
ca t ions . Se lec t iv i ty of 
documents rod the method 
of presentation of the text 
ere important. 
According to the guiding 
pr inciples formulated for 
the presentction of ideas 
in the text of book and of 
an a r t i c l e . 
Depends on subject of report 
and needs of reader . 
To the requesting party and 
subsequent wider d i s t r ibu t ion 
bution, if necessary. 
1 Kind 
2 Purpose 
3 Per iodic i ty 
Select List of Books. 
To inform about books su i t ab le 
for those 
1 Entering the organisation 
to acquire skill through 
on-the-job t r a in ing . 
2 Attending courses for im-
proving t h e i r s k i l l / 
knowledge. 
3 Making pr ivate study for 
be t t e r r a t ing . 
Once in 6 months, 
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4 Source and 
emphasis 
5 Make-up of 
t ex t 
6 Approximate 
coverage 
7 Di s t r ibu t ion 
Emphasis: Standerd of the 
books correspondinc to 
the courses in t echnica l 
schools . Easy compr-.her.-
sion with high school edu-
ca t ion . 
Source: Textbooks, I n s t r u c -
t ion manuals, and handbooks 
C la s s i f i ed . 
To the reques t ing personnel. 
N 1 Kind 
2 Purpose 
3 
4 
5 
6 
7 
Pe r iod i c i t y 
Source end 
emaphas is 
Make-up of 
t ex t 
Approximate 
coverage 
Dis t r ibu t ion 
Newspaper Cl ippings . 
To provide for subs t an t i a l 
coverage of events and 
information of the iocc -
l i t y . 
• • • 
Source: newspapers - d a i l i e s , 
weekl ies , e t c . 
As for t he Advance/Antici-
patory Documentation L i s t . 
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3 Remarks An annual cumulated review 
may be prepared based on 
the information contained 
in the newspaper cu t t ings . 
This w i l l be an authentic 
fundemcntel source book. 
0 1 Kind 
2 Purpose 
3 Per iodic i ty 
4 Source and 
emphasis 
5 Make-up of 
text 
6 Approximate 
coverage 
Industry Prof i l e . 
To assemble economic and 
technical information in 
a professional analysis 
to support basic decisions 
in the establishment of 
small or medium scale 
plants in a specif ic industry. 
• • • 
Emphasis: On basic informa-
t i o n , the product descr ipt ion, 
general evaluation of pro-
j e c t s , market aspec ts , the 
users to whom the finished 
products w i l l be of use, 
sa les channels end extent 
of market, r a t e of p ro f i t , 
and selected gross profit 
i tems. . 
Classif ied. 
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To the reques t ing par ty . 
Information contained in the 
' I ndus t ry P ro f i l e s " of 
Agency for In t e rna t iona l 
Development, S ISI , New 
Delhi and CFTRI, Mysore, 
are examples. 
Note . - Other kinds of se rv ices /publ ica t ions can 
be developed eccording to the need sensed. 
D5 Language 
Some of the publ icat ions — such a s , t echn i -
c a l d iges t and newsbrief — may have to be p re -
pared in languages other than English for the use 
of the workers. 
D6 Phasing of the Services 
The phasing of t h e serv ices cay be decided 
on the basis of the work being done by the orga-
n i s a t i on concerned. For example, in Phase 1, 
serv ices such as Anticipatory Documentation L i s t , 
Abstracts on reques t , Retrospective bibliography, 
Management d iges t , Lis t of add i t ions , cay be 
undertaken, and in Phases 2 and 3, in addit ion 
to services in Phase 1, other serv ices such as 
Newsbriefs, Newspaper Cl ippings, e tc may be 
undertaken. 
D7 Translat ion 
How many t r a n s l a t o r s and in what languages 
and subjects w i l l have to be determined from 
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experience as the system deve lops . A panel of 
names of persons in t he o rgan i s a t i ons in the a rea 
concerned capable of doing t r a n s l a t i o n work froo 
foreign languages should be p repared . Their s e r -
v i c e s can be drawn upon on payment according to 
s tandard r a t e s , in add i t i on to having personnel 
s p e c i f i c a l l y f o r t r a n s l a t i o n work and e d i t i n g in 
the Cen t ra l L ib ra ry , The t r a n s l a t i o n f a c i l i t y 
a v a i l a b l e free; the INSDOC, IASLIC, e t c , should 
a l s o be kept in view and drawn upon. 
8 Reprography 
The kind of equipment and personnel requi red 
fo r Reprography has to be determined on the work-
load , the document copying f a c i l i t y a l ready a v a i l -
able in the o r g a n i s a t i o n , and f a c i l i t y a v a i l a b l e 
with INSDOC, IASLIC and o t h e r i n s t i t u t i o n s . The 
equipnent to be acquired in a small reprography 
unit, is mentioned in G4. 
E CENTRAL LIBRARY : PERSONNEL 
EG Scope 
This s ec t i on p resen t s an e s t ima te of the 
number of persons in the d i f f e r e n t c a t e g o r i e s of 
personnel requi red for the Cen t ra l L i b r a r y . The 
method of es t imat ion is mentioned. The broad 
function and the s c a l e of pay of each category 
of personnel a r e a l so i n d i c a t e d . 
E1 Basis fo r Est imat ion 
The recommendations contained in the fol low-
ing documents have been used in making the e s t i -
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mates. 
1 INDIA. UNIVERSITY GRANTS (— Commission). 
LIBRARY (— Committee). University and 
college l i b r a r i e s . 1965. 
2 IS:1533-1960. Code of practice r e l a t i ng 
to primary elements in the design of 
l ibrary buildings. 1960. 
Note.- Table 1 on Page 5 of the Stand-
ard gives information about the 
approximate s ize of l i b r a r i e s . 
3 PENNA (C V). Planning of l ibrary and docu-
mentation services . 1970. Unesco. 
4 RANGANATHAN (S R). Library administration. 
Ed 2. 1,60. Sec 1145. 
5 STRAUSS (L J), and others. Scientific 
and technical l i b r a r i e s . . 1972. 
32 Number of Documents 
At the end of Phase 3, the Central Library 
is expected to have about 100,000 volumes of 
books and bound periodicals and receive about 
500 periodicals i nduc ing technical per iodicals , 
house magazines ( technica l ) , government s e r i a l s , 
e t c . This size wi l l be kept up thereaf ter . 
Within Phase 1 the core collection of documents 
should be bui l t up. The following tablo fives 
the approximate number of different v a r i e t i e s 
of documents in the Central Library at the and 
of each of the three phases. 
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SN Document 
Number of 
1 Books and bound 
volumes of 
p e r i o d i c a l s 
2 Technical r epo r t 
3 Standards and spe -
c i f i c a t i o n s 
4 Patent 
5 Trade ca ta logue 
6 Current p e r i o d i c a l s 
7 A rproximate number of 
At 
(Phase 1 
40,000 
5,000 
3,000 
3,000 
3,000 
3C0 
t h e end 
!Phase 2 
75,000 
10,000 
5,000 
6,000 
6,000 
500 
of 
| Phase 3 
100,000 
15 ,000 
6 , 000 
8,000 
8,000 
500 
p u b l i c a t i o n s to be 
processed each year 10,000 10,000 10,000 
S3 Personnel 
E31 Simplif ied Staff Formula 
The following t a b l e g i v e s a s t a f f formula for 
p ro fe s s iona l s based on tha t recommended by the Uni-
v e r s i t y Grants Commission w i t h necessary modifica-
t i o n s 
SN 
W O R K 
In Sect ion Annual Quantum for one Person 
1 Book sec t ion 
2 P e r i o d i c a l s s e c t i o n 
6,000 volumes annua l ly 
added 
1 ,500 p e r i o d i c a l s 
received 
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SN 
In Section Annual Quantum for one Person 
3 Technical sect ion 
( C l a s s i f i c a t i o n , 
Cataloguing, e tc ) 
4 Reference Section 
5 Documentation 
Ci rcu la t ion Section 
Supervisory s ta f f 
2,000 volumes annually 
added 
2 , 
5C readers in a day 
Each of the se rv ices of-
fered (See t a b l e in 
Sec D4) r equ i r e s 1.5 
man-year on an average 
1,500 hours, the c i r cu la -
t i on counter is kept 
open 
1 Chief L i b r a r i a n , and 
2 Head of Unit 
E32 Estimate of Profrssional Man-year( p h a s e 1) 
The following tab le r i ve s an es t imate of the 
profess ional man-year for each of the d i f fe ren t 
ca tegor ies of work. 
SN 
1 
2 
3 
4 
5 
; Section 
Book Sect ion 
Pe r iod ica l s Section 
Technical Section 
Reference Section 
(50 reference ques-
t i o n s per day) 
Documentation 
Section 
10000/6000 
300/1500 
1C00C/2C00 
50/50 
1.5.x 5 
Cum Total 
Man-year 
1.7 
0.2 
5.0 
1.0 
7.5 
15.4 
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SN Section 
6 Circula t ion Section 
(open 300 days of t he 
year for 8 hours each 
day) 
7 Maintenance (serci-
profees ional ) 
8 Supervisory s t a f f 
E33 Estimate of Personnel 
Cum Total 
2400/1500 
TOTAL 
for Fhasc 2 
] Man-year 
15.4 
1.6 
1.0 
3 .0 
21.0 
and P h a s e 3 
In Phase 2 and Phase 3, the annual add i t ion of 
documents may remain more or l e s s the same as in 
Phase 1. However, the quantum of reference service 
documentation s e rv i ce , and c i r cu la t ion of documents 
w i l l i nc r ea se . The following t ab le gives an e s t i -
mate of the man-years for each of the d i f f e ren t 
ca tegor ies of work in Phase 2 and Phase 3. 
SN Section 
Man-Year 
Phase 2 Fhase3 
1 Book Sect ion 10000/6000 1.7 10000/6000 1.7 
2 Pe r iod ica l s 500/1500 0.3 500/1500 0.3 
Section 
3 Technical 
Section 
4 Reference 
Section 
10000/2000 5.0 10000/2000 5.0 
100/50 2.0 150/50 3.0 
Cum Total 9.0 10-0 
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SN Section 
Cum Total 
5 Ci rcu la t ion 
Section (open 
360 days for 
12 hours each 
day) 
6 Documentation 
Sect ion 
7 Maintenance 
(semi-profes-
s iona l ) 
S Supervisory 
s t a f f 
Tota l 
Approximate 
Kan-Year 
Phase 2 
9.0 
4320/1500 3.0 
1.5 x 7 10.5 
2.0 
3.0 
27.5 
28.0 
| Phase 3 
• 
4320/1500 
1.5 x11 
10.0 
3.0 
16.5 
3.0, 
3.0 
35.5 
36.0 
.E4 Category of Profess ional Personnel 
The following t a b l e gives information about the 
d i f f e ren t category of profess ional personne l , t h e i r 
r e s p e c t i v e major func t ions , and the number of per-
sons required in each category. 
SN Category and Broad Funct ions 
Number of Persons 
Phase 
1 
Phase 
2 
Phase 
3 
Chief L i b r a r i a n . -
Overal l management: 
Pol icy making. Plan-
n ing . Organisat ion 
and Coordination of 
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SN Category and Broad Functions 
Number of Persons 
Phsso 
1 
Phase j Fhase 
2 3 
Cum Total 
the work of the dif-
ferent u n i t s . Control. 
Leadership. External 
r e l a t i o n . Development 
programme. 
2' Senior p ro fes s iona l . 
In charge of U n i t , w i t h 
functions similar to 
those of the Chief 
l i b r a r i a n , but respon-
s i b i l i t y confined to 
the Unit concerned. 
1 
Semi-professional 
Library Unit 
1 1 
Junior Professional 
l i b ra ry Unit 
Documentation Unit 
Professional Assis tant 
Library Unit 
Documentation Unit 
3 
4 
5 
5 
3 
6 
6 
6 
4 
10 
7 
9 
TOTAL 21 28 36 
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B41 Unit-wise Distribution of Profess iona l 
Personnel 
The fol lowing t a b l e g ive s the number of per-
sons in each category of perscnne l in each of the 
Uni t s in each phase of deve lopcent . 
SN 
Category of 
Personnel / 
Phase 
UNIT 
Centra l 
Library 
as a 
whole 
l i b -
r a r y 
Unit 
Docu-
ment-
a t i o n 
Unit 
To ta l 
1 Chief L i b r a r i a n 
Phase 1 
Phase 2 
Phase 3 
2 Senior P ro fe s s iona l 
Phase 1 
Phase 2 
Phase 3 
3 Junior P ro fes s iona l 
Phase 1 
Phase 2 
Phase 3 
4 P ro fes s iona l Ass i s t an t 
Phase 1 
Phase 2 
Phase 3 
3 
3 
4 
5 
6 
7 
4 
6 
10 
5 
8 
9 
7 
9 
14 
10 
14 
16 
Semi-Profess ional 
Phase 1 
Phase 2 
Phaso 3 
TOTAL 
Phase 1 
Phase 2 
Phase 3 
1 
2 
3 
10 
12 
15 
10 
15 
20 
1 
2 
3 
21 
28 
36 
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F5 Supporting Staff 
The following table gives information about the 
administrative and supporting staff necessary in 
each of the uni ts of the Central Library. There is 
not l ikely to be any appreciable differences in the 
number of supporting staff in the three successive 
phases. If at a l l , the variation wi l l be in the 
number of t y p i s t s . More number of t y p i s t s may be 
needed as the number of documentation services ren-
dered increases. 
SN Category of Personnel 
Number of Persons in Unit 
Chief 
l i b r a -
r i an 
I i b - Admi-
n i s t r a -
t i o n 
Total 
1 
2 
3 
4 
5 
6 
Adminis t ra t ive 
Officer 
PA-cum-Stcno 
Accountant 
Typ is t -c le rk 
Tinder 
Helper 
TOTAL 
-
1 
-
-
-
1 
2 
— 
1 
-
2 
1 
2 
6 
— 
-
-
3 
-
2 
5 
1 
1 
1 
1 
-
2 
6 
1 
3 
1 
6 
1 
7 
19 
E6 Qualification of professional Personnel 
The following table gives an idea of the mini-
mum qual i f icat ions of each category of professional 
personnel. The essent ial (E) and desirable qualif i-
cations (D) are indicated. 
QUALIFICATIONS OF PROFESSIONAL PSRSONNEL 
Library & Documentation Systems: A Model GE7 
E61 Note 
1 Special Qualif icat ion.- special qual i f i -
cation in documentation cay be the Associateship in 
Documentation of the Documentation Research and 
Training Centre, Indian S ta t i s t i ca l I n s t i t u t e , ban-
galore , or i t s equivalent. 
2 Reprography.- The candidate for reprography 
work should have adequate technical qualif icat ion 
in reprography and about two years of pract ica l ex-
perience in the f i e ld . 
3 Translat ion.- The candidate for t rans la t ion 
work should have adequate knowledge and experience 
of t rans la t ion and editing of t rans la t ions in one 
or two languages from which t r ans la t ions are pre--
dominantly required. The t rans la tor wil l a lso ass i s t 
the documentation staff in t rans la t ion t i t l e s and 
abstracts of a r t i c l e s for inclusion in the document-
ation l i s t . 
4 Data C o m p i l a t i o n . - The candidate for data 
compilation, work should preferably have a Mas te rs 
degree in s t a t i s t i c s and experience in data process-
ing work. 
E7 Scale of pay 
The scales of pay for the different categories 
of personnel mentioned below ore based on the r e -
commendations of the University Grants Commission 
for universi ty l ibrary and college l ibrary staff , 
and those prevailing in the Central Government in-
s t i tu t ions and in the i n s t i t u t e s of higher tech-
nology., 
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SN 
1 
2 
3 
4 
5 
6 
7 
6 
9 
10 
11 
Category of Personnel 
Chief Librar ian 
Senior Profess ional 
Junior Professional 
Professional Assis tant 
Semi-Professional 
Adimin is t r s t ive Officer 
Accountant 
PA-cum-Steno 
Typis t -c lerk 
Binder 
Helper 
Scale of Pay 
1 ,300-1 ,600 
700-50-1,250 
400-40-800-50-950 
325-25-500-30-620 
210-510 
160-10-290-15-360 
400-40-600-50-950 
160-10-290-15-360 
220-10-2SC-15-530 
160-10-290-15-380 
105-3-135-4-175-5-205 
80-1-92-2-106-3-129 
F CENTRAL LIBRARY : ANNUAL RECURRING EXPENDITURE 
F1 Salary 
The est imate of the salary given in the t ab l e below 
is based on the current allowances and IF contr ibut ions 
for t he respec t ive scales of pay. 
Three increments have been added to the s t a r t i n g 
pay for each category, except in the case of the binder 
and he lper . 
F11 Estimate of Annual Salary (Phase 1) 
SN Category of Personnel 
Approx sa lary 
in Rupees 
Per Per 
month annum 
Num-
ber Total (Rs) 
1 Chief Librar ian 1,600 
2 Senior Professional 1,250 
21,600 1 
15,000 2 
Cum Total 
21,600 
30,000 
51 ,600 
160 
Library & Documentation Systems: A Model GF2 
SN Category of P e r s o n n e l 
3 junior P r o f e s s i o n a l 
4 P r o f e s s i o n a l 
A s s i s t a n t I 
A s s i s t a n t I I 
5 S e m i - p r o f e s s i o n a l 
Appro 
i n 
Per 
month 
x s a l a r y 
Rupees 
I Per 
• annum 
Cum T o t a l 
650 
700 
500 
380 
6 A d m i n i s t r a t i v e Officer 850 
7 Accountant 
8 PA-cum-Steno 
9 T y p i s t - c l e r k 
10 Binder 
11 Helper 
F12 E s t i m a t e of Annual 
Phase 1 
Phase 2 . . . 
Phase 3 
360 
500 
380 
220 
190 
s a l a r y 
10 ,200 
8 ,400 
6 , 000 
4 ,560 
10,200 
4,560 
6 ,000 
4 ,560 
2 ,640 
2,280 
T o t a l 
(Phase 
Approx Rs 2 
H 
ii 
Rs 3 
Rs 3 
i 
Num-
ber 
7 
4 
6 
•1 
1 
1 
3 
5 
1 
7 
1 t o 
I 
•| Total(Rs) 
I 
f 
51,600 
71,400 
33,600 
36 ,000 
4,560 
10,200 
4,560 
18,000 
22,600 
2,640 
15,960 
2 ,71 ,320 
Phase 3) 
,71,300 
,28 ,000 
,97,000 
F2 Total Expenditure 
By the Method of Proportion, the t o t a l annual 
expenditure of the Central library wil l be about two 
t ines the expenditure on salary. 
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Thus, 
Phase 1 . . . Approx - Rs 5,42,000 
Phase 2 . . . " Rs 6,56,000 
Phase 3 . . . " Rs 7,94,000 
Thus, at the fully developed s tage , the annual 
budget of t h i s Central "Library wil l be about 
Rs 8 lakhs . 
F3 Cost of Documents 
About 35 per cent of the t o t a l expenditure wil l 
be spent on the procurement of documents. Thus, 
Phase 1 . . . Approx Rs 1,90,000 
Phase 2 . . . " Rs 2,30,000 
Phase 3 . . . " Rs 2,76,000 
F4 Equipment 
About one-fourth of the expenditure on docu-
ments wi l l be spent on equipment. Thus, 
Phase 1 . . . Approx Rs 47,500 
Phase 2 . . . " Rs 57,500 
Phase 3 . . . " Rs 69,500 
N o t e . - The expend i tu r e in Phase 1 w i l l be 
higher. It wil l get adjusted in Phases 2 and 3. 
F5 Other expenditure 
Other expenditure wil l include binding, p r in t -
ing, d i s t r ibu t ion of documentation l i s t e t c . In 
each phase the amount available for such expenditure 
wi l l be = -Sp - (F3 + F4). Thus, 
Phase 1 . . . Approx Rs 33,500 
Phase 2 . . . " Rs 40,500 
Phase 3 . . . " Rs 49,500 
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F6 Summary 
SN p a r t i c u l a r s 
1 Salary (excluding 
leave sa lary) 
2 Documents 
3 Equipment 
4 Other expenditure 
Total 
a i ta t ion Systems: A Model GC-1 
! Phase 1 | Those 2 
2,71,300 3,28,000 
1,90,000 2,30,000 
47,500 57,500 
33,500 40,500 
5,42,300 6,56,000 
;Phase 3 
3,97,000 
2,78,000 
69,500 
49,500 
7,94,000 , ,  , 4,000 
G CENTRAL LIBRARY : FURNITURE AND EQUIPMENT 
G1 l i b r a r y and Office Furniture 
I t i s estimated that the Central Library w i l l 
house about one lakh volumes of books and bound 
per iodicals and receive 500 per iodica ls at the end 
of Phase 3. By then, it wi l l a l so have some 15,000 
technical r e p o r t s , 6,000 standards and specif ica-
t i o n s , 8,000 pa ten t s , and &,000 t rade catalogues. 
In add i t ion , there may be micro-fi lms, photographs, 
newspaper cl ippings e t c . 
In Phase 1 , the Central l i b r a r y is expected 
to have bu i l t up t h e nucleus co l l ec t ion of docu-
ments. The estimate of furni ture and equipment men-
tioned below is for Phase 1 only. The annual 
expenditure en furn i ture and equipment in Phases 1 
and 2 has been indicated in Sec F4. The require-
ments of furni ture and equipment has been deter-
mined on the basis of the recommendations contained 
in the following Indian Standards; 
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1 IS.-1829 (Part I)-1961. Specification for 
l ibrary furniture and f i t t i ngs , Par t 1: 
Timber; and 
2 IS:1553-1 960. Code of practice re la t ing 
to primary elements in the design of 
l ibrary buildings. 
Phase 1. 
1 Number of books and bound 
periodicals 
2 Number of current periodicals 
3 Standards, specifications, 
patents , etc 
4 Trade catalogues 
5 Newspaper clipping 
6 Microforms (microfilm, 
microfiche, etc) 
7 Maps and drawings 
40 ,000 
3C0 
6,000 
3,000 
G2 l i s t of Furniture (Phase 1) 
SH 
1 
2 
3 
4 
Fu rn i tu r e / 
Equipment 
Unit Book Back 
(for 40,000 vol) 
l i s p i a y rack for 300 
current per iod ica ls 
Storage rack for 
current back i ssues 
Vert ical f i l e for pamphlet 
Number 
of 
Units 
50 
4 
2 
, 10 
Approx 
Per 
Unit 
1,000 
500 
1.000 
750 
cost (Rs) 
Total 
50,000 
2,000 
2,000 
7,500 
trade catalogue, etc 
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SN Furn i tu re / Equipment 
Number 
of 
Units 
Aprrox cost (Rs) 
Total Per Unit 
Cum 
5 Microform storage cabinet 
6 Maps and drawings cabinet 
7 Catalogue cabinet , includ-
ing union catalogue 
(200,000 cards) 
6 Work tab les 
9 Chairs 
10 Charging t r ay 
11 Book t ro l l ey 
12 Catalogue cards box 
15. Reading Room t ab l e 
14 Beading Boom chair 
15 Side rack 
16 Seminar room furniture 
16.1 Table 
16.2 Chair 
16.3 Epidiascope and 
screen 
17 Exhibition and display 
f i t t i n g s 
1?. Communit t ee room furni ture 
18.1 Table 
18.2 Chair 
19 not ice Board 
20 Black Board (Seminar Boom, 
Committee Boon:) 
t a i 
— 
2 
10 
24 
40 
3 
2 
20 
12 
50 
24 
2 
25 
1 
-
500 
1 ,000 
250 
40 
10 
350 
10 
400 
45 
100 
500 
45 
3,500 
61,500 
1,000 
1,CC0 
1C;CC0 
6,0CC 
1,600 
30 
700 
200 
4,eoo 
900 
2,400 
1,000 
1,125 
3,500 
2,000 
1 
25 
3 
2 
2,000 
50 
100 
250 
2,000 
1,250 
300 
500 
TOTAL 1 .02 ,805 
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G3 Office Equipment 
SN Equipment 
Number 
of 
Units 
Typewriter 
l ibrary 3 
documentation 2 
Administration3 
Miscellaneous 
Office items 
( t ray , WTB, etc) 
8 1,500 12,000 
1,000 
13 ,000 
G4 Reprography Equipment 
SN 
SN Equipment 
Number 
or 
Units 
Approx cost (Rs) 
Per Unit Total 
1 
2 
2 
4 
5 
M i c r o f i l m camera 
Equipment f6r micro-
film processing 
Fnlarger 
Reader ( f i l e , f iche 
and card)(dagnar) 
Xerox type 
1 Foreign 
2 Indian 
1 
1 
1 
2 
20,000 
10,000 
3,000 
1,500 
1 ,00,000 
40 .000 
20 ,000 
10,000 
3,0C0 
3,000 
1 ,00 ,000 
40,000 
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SIT 
6 
Number 
Equipment of 
Units 
Approx cost (Rs:) 
Per Unit Total 
Cum Total 1 ,76 ,000 
ruplicater (E lec t r i ca l ) 
l i b r a r y and Docu-
mentat ion 1 
Adminis t ra t ion 1 
Nea r -p r in t ing equip-
ment ( R o t a p r i n t , 
Copy-flow, e t c ) 
Total 
4,000 
20,0C0 
(Indian Xerox) 
(Foreign xerox) 
8,000 
20,000 
1 ,04,000 
1 ,64,000 
Note . - On import equipment import duty upto 100 
per cent nay have to be r a i d . 
G5 D a t a Process ing Equipment 
r a t a Process ing Equipment may bo requi red from 
Phase 2 o n l y . Some information on monthly r e n t a l and 
ou t r i gh t purchase cost of t h e equipment a v a i l a b l e from 
I n t e r n a t i o n a l Computers L t d , is given below:. 
SN Equipment 
Number 
of 
Uni t s 
Sale 
P r i c e 
Quar-
t e r l y 
main-
tenance 
Mon th ly 
Rental 
1 Hand punch 
2 Ve r i f i e r 
1,900 
3,000 
30 
45 
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SN Equipment 
Number 
of 
Units 
Sale 
Trice 
Quarter-
ly main-
t enence 
Monthly 
Rental 
3 High speed 3C9 sor te r 1 21,300 215 425 
4 Collator 365 1 33,000 625 
5 Reproducing Punch 203 1 27,200 725 
6 Elec t ron ic ca lcu la tor 1 3 f550 
7 Tabulator 1 3,000 
Note . -
1 The var ious items of da ta processing;equipment 
required w i l l have to be determined on the basic of tte 
quantum of data processing work l i k e l y to be done by 
the Central Library . 
2 The monthly r e n t a l range for a minimum set of 
equipment w i l l be between Rs 4,000 and 5,000 without an 
Elec t ronic Ca lcu la to r , and about Rs 8,000 includ ing i t . 
3 The purchase cost of the equipment without the 
Calculator w i l l be about Rs 3.5 lakhs and about Rs 5.5 
lakhs with the Calcu la tor . 
4 The hourly r e n t a l range for computer time wi l l 
be between Es 750 to Ps 1 ,000. 
H CENTRAL LIBRARY : BUILDING 
H1 Indian Standard 
The Indian Standard IS:1553-1960 Code of Trac t ice 
Rela t ing to Primary Elements in the Design of Library 
Bui ld ings , gives information, among other t h i n g s , on t h e 
following: 
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1 Average size of d i f ferent types of l i b r a r i e s in 
terms of the number of books, bound volumes of periodi-
c a l s , number of current periodicals for d isp lay , the 
number of seats for r e e d e r s , and strength of s taff ; 
2 Tifferent kinds of rooms required for different 
l i b r a r i e s ; and 
3 Basis and method of estimating the dimension of 
esch kind of room, e t c . 
H2 Space Required 
Given below is an estimate of the b u i l t - i n space 
required for t he Central l i b r a r y at the end of Phase 2 
SN 
1 
2 
3 
4 
5 
6 
7 
8 
9 
1C 
11 
Space for 
Stack room for 75 
volumes 
Reading room for 
100 readers 
Chief l i b r a r i a n a 
two Senior Prof 
eionals 
Other s taff (25) 
Office 
Library counter 
At service point 
Seminar room 
Committee room 
Vis i tors room 
Store etc 
,000 
nd 
e s -
(15) 
Basis 
150 volumes per 
sq metor 
3.3 sq meter 
per reader 
15 sq meters 
per perscn 
9 so meters 
per person 
5 sq meters 
per person 
TOTAL 
Area 
in Sq 
meters 
500 
330 
45 
225 
30 
30 
75 
20 
20 
15 
30 
1 .320 
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Note . - Add about 40 per cent space for passage e t c 
to the t o t a l . Then, the t o t a l space required w i l l be 
= 1 ,320 + 5 3 0 = 1 , 8 5 0 sq meters . 
H3 Cost 
Taking the cost of bui ld ing at about Rs 500.00 per 
square meter , t he t o t a l cost of the bu i ld ing (1,850 sq 
meter or 16,200 sq f ee t ) w i l l be Rs 9 25 l akhs . This 
does not include the cost of l and , t he p l i n t h a r e a , e t c . 
With t he expansion in Phase 3, the cost of the b u i l d i n g 
w i l l cone to about Rs 11 l akhs . 
J REGIONAL LIBRARY 
J 1 . In t roduc t ion 
The Library and Technical Information System has 
been shown to consis t of a Central Library and severa l 
Regional L i b r a r i e s (See Sec C1). These r eg iona l l i b -
r a r i e s may.be es tab l i shed in t he d i f f e ren t reg ions of 
the country. In order to ensure e f f ec t ive and e f f i c i e n t 
s e r v i c e s , these l i b r a r i e s have to be s e l f - s u f f i c i e n t 
(a t l e a s t to a c e r t a in ex ten t ) in t h e i r docucent co l l ec -
t i o n and personnel . In the succeeding s e c t i o n s , the 
func t ions , the c e i l i n g to t h e number of volumes of books 
and bound volumes of p e r i o d i c a l s , and of current pe r iod i -
c a l s , the personnel r e q u i r e d , and the annual budget of 
a Regional Library a re i n d i c a t e d . The co l l abora t ion and 
r e l a t i o n between t he Central Library and Regional Lib-
r a r i e s has been discussed in Sec C5. The s i z e of col-
l e c t i o n in a l l Regional l i b r a r i e s cannot be t he same. 
The spec ia l i s ed subjects forming t he a rea of i n t e r e s t of 
a Regional o f f i ce and t he d i s t ance of t he Regional 
Library from the Central l i b r a r y cont r ibute to t he v a r i a -
t i o n . Therefore , two t y p i c a l s i z e s (15,000 volumes and 
30,000 volumes) a r e considered he re . 
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J2 Function 
The function of a Regional l ibrary in the con-
text of a Central l ibrary cay he summarised as follows: 
1 Ut i l i sa t ion of the services of the Central 
l ib ra ry to meet the specific information needs of t h e 
c l iente le of the Regional Library: 
2 Establishing intir.ate contact with the c l iente le 
of the Regional Library so as to find out the i r indi-
vidual l ibrary requirements; and 
3 Provide such l ibrary service as would be adequate 
to meet the specif ic demands. 
To perform the above-mentioned functions efficient-
ly and economically, the Regional Library would col-
laborate and cooperate-with the Central Library, make 
use of the services provided by the l a t t e r as well as 
develop special serv ices . For example, from .t he Ad-
vance documentation List produced by the Central Lib-
ra ry , the Regional Library wi l l select those references 
of relevance to i t s own c l i en t e l e . Similarly, in 
respect of the data service provided by th3 Central 
Library. On the other hand, digests and trend reports 
' " i l l be prerared by the Regional Library on the basis 
of an expressed demand or anticipated demand from i t s 
ovn c l i en t e l e . Similarly, the Regional l ibrary wi l l 
answer ready reference questions and prepare bibl io-
graphies on demand. The selection of documents wil l 
be the function of the Regional Library, but as has 
already been mentioned, there wi l l be a coordinated 
acquisi t ion programme agreed upon among the Regional 
Libraries and the Central Library. The Central Lib-
rary msy channelise a reference query or direct the 
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enquirer to a Regional l i b r a r y b e t t e r equipped to an-
swer i t . In a s imi l a r way, a Regional l i b r a r y may 
d i r e c t a qurry put to i t by one of i t s c l i e n t e l e to 
the Centra l l i b r a r y or another Regional l i b r a r y . 
J3 Number of rocur.ier.ts 
The following t a b l e mentions the approximate num-
ber of documents in a Regional Library (Model 1 and 
Model 2) at t h e end of t h e t h r e e phases; 
SB 
1 
1 
2 
3 
4 
5 
P a r t i c u l a r s 
Number of 
Books and bound p e -
r i o d i c a l s 
Model 1 
M o d e l 2 
T e c h n i c a l r e p o r t 
Model 1 
Model 2 
S t a n d a r d s and s p e c i -
f i c a t i o n s 
Model 1 
Model 2 
Current p e r i o d i c a l s 
Model 1 
Model 2 
Ipp rox ima te number of 
d o c u m e n t s t o b e 
p roces sed each yea r 
Model 1 
Model 2 
At 
I h a s e 1 | 
7 ,000 
10 ,000 
1 , 0 ( 0 
2 , 0 0 0 
500 
1,000 
100 
150 
1,600 
2 , 5 0 0 
t h e end o 
Phase 2 
12 ,000 
20 ,000 
2 ,000 
3 ,000 
1,CC0 
1 ,500 
150 
200 
1 ,000 
2 ,200 
f 
Phase 3 
15 ,000 
30 ,000 
3 ,000 
4 ,000 
2 , 0 0 0 
2 ,000 
2 00 
250 
1,000 
2,200 
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J 4 Estimate of Staff Requirement for a 
Regional Library 
The method used for estimating .the number of fer-
sons in the different categories is similar to the 
one described in Sec E. 
J41 For Model 1 
SN Category 
1 P r o f e s s i o n a l 
11 
12 
13 
14 
15 
2 Hon 
21 
22 
23 
24. 
Head (700-1250) 
Senior P r o f e s s i o n a l 
(700-1250) 
Jun io r P ro fe s s iona l 
(400-950) 
P ro fe s s iona l A s s i s -
t a n t 
325-620 
210-510 
Semi-Profess ional 
(160-380) 
- P r o f e s s i o n a l 
Off ice A s s i s t a n t 
(325-620) 
S t e n o - t y c i s t 
(160-380) 
Accountent 
(160-360) 
Helper (60-120) 
IJumber of Persons 
Phase 1 
1 
2 
1 
1 
2 
1 
2 
— 
3 
Phase 2 
1 
1 
2 
1 
2 
2 
1 
2 
— 
3 
Phase 3 
1 
1 
3 
2 
2 
1 
3 
1 
4 
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J42 For Model 2 
SN Category 
number of Persons 
phase 1 These 2 Phase 3 
1 Professional 
11 Head (700-1250) 1 
12 Senior Professional 1 
(700-1250) 
13 Junior Professional 2 
(400-950) 
14 Profess ional Assistant 
325-620 1 
210-510 2 
15 Semi-Profesclonal 2 
(160-380) 
2 Non-Professional 
21 Office Ass is tan t 1 
(325-620) 
22 Steno-typis t 2 
(160-360) 
23 Accountant 
(160-380) 
24 Helper (80-120) 3 
J5 Budget Al locat ion per Annum 
J51 Model 1 
SN P a r t i c u l a r s 
Total Budget per annum in 
Phase 1 Phase 2 Phase 3 
1 Staff sa lary (exc lu- 90,850 1,13,800 1,46,500 
ding leave Salary) 
2 Documents 63,600- 60,000 1,03,000 
3 Equipment 15,900 20,000 25,750 
4 Other expenditure 11,550 13,000 17,750 
Total 1 ,51 ,700 2,26,600 2,93,000 
1 
1 
2 
2 
3 
1 
3 
1 
4 
3 
4 
3 
1 
4 
1 
5 
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J 5 2 M o d e l 2 
Tota l 2,28,000 3,02,800 3,72,000 
J5 Head of t he l i b r a r y 
In Model 1 and Model 2 two persons a r e in t h e 
grade of Rs 700-1250 (Senior P r o f e s s i o n a l ) . One of t h e 
persons is to be des ignated as Head of the Library 
with a higher s t a r t in t he s c a l e . 
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